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Dear Miss Secretary 


We introduce to you here a brand-new Smith-Corona — model 


“Eighty-Eight’”—completely new, and the finest oftice typewriter we have 


made in all our fifty years of making fine typewriters. There are two added 





keys ... four added characters ... in the two-tone Colorspeed keyboard, 
making 88 characters in all... hence the model name “‘Eighty-Eight.” 
There are the features, many new, many exclusive, all invaluable, listed 


below in non-technical terms. But only your fingers can tell you of 





speed, responsive action, feather-light touch of this superb 


new typewriter. It will type beautiful 





letters for you, with minimum & 









work and minimum 


fatigue. To see and 





try model “Eighty-Eight’”’ at your 

own convenience and in your own 

office, ‘phone or write. Our 
representative will call by 


appointment. 
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SO MANY NEW FEATURES. e « you'll find it hard to believe your fingertips! 


Instant Margin Set Shift Action 





T ype-bar Segment 


automatic, accurate, almost fool-proof straight line, light, smooth, quiet largely self-cleaning; minimizes piling 
“ , - . Dh ate 
Colorspeed Keyboard Touch Platen 
44 keys now standard (4 added responsive, balanced, light, “snappy” ‘largest diameter. . . least curved 
h , , TORI SeN printing surface 
characters) W’ rite . cat 
. “rror Coniro 
T ee s -¢: clean, clear, uniform... plus . 
Neu Keylet er Action sharp stencils famous “half-spacing’’ feature 
speed where it counts, in ‘‘zone of impact’ 
T shld or Rar Interchangeable Platens 
Toe, Leo ; 
New Touch Selector five inches long, fast, accessible many types for many jobs 
range increased by 50% “AnC 
. — Page Gage 5 sary — 
ryt ~ . c © a * ee 
T ype-bar Segment Mounting takes the guesswork out of a sasems 


die-cast, strong, massive, rigid page-end typing Floating Shift 


originated 1904, standard ever since 


ve Sith- Corona’ 


Smith-Corona Ine Syracuse 1 N Y, Canadian factory & offices, Toronto, Ontario. Makers also of famous 
Smith-Corona Portable Typewriters, Adding Machines, Cash Registers, Vivid Duplicators, Cerbons & Ribbons. 
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80°% of the time loss in filing (or rather find- 
ing) is because of bulky folders. Be sure to 
transfer inactive correspondence at least 
. every six months. Let the miscellaneous fold- 
| DE 
| THE INDIVIDUAL FOT™ of greatest ers become the guides in your transfer cabi- 
‘To at t e ti ne. . * 
Note pact oie at transier TM" net and replace all individual name folders 
| “Ke 
— together with a new set of miscellaneous 
| OCKET 
FILE P 3)". folders. 
ERTICAL to 9/2 
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! At ‘‘transfer time’’ your miscellaneous folders 
/ [ become important guides indexing the trans- 
. ferred individual folders. 
Mad Sn” Soe d Write Dept. TS for free samples of items 
- eo gr en JU S1tDr . r corresponaence illustrated on this page. 
with individuals or firms heard from only occa- 
sionally. 








ont Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 


TODAY’S SECRETARY @ January, 1954 l 











Pt 


TODAYS SECRETARY 


FOUNDED AS THE ¢ 


January, 1954 


ee SOS aed TEETER eae Tee ene nT eee eS 


(;o0d Fountain Pen Care 


Secretaries to J. Peter Grace, Jr. ...................000-- 


All About Telegram Plus Services...................... 


| ga en ee ee 


-REGG WRITER IN 1898 
Volume 56 Number 5 


Employee Grievances. ....ccccccccssccssccsoscccceceees sapadencaie dans aa wee Madel Ss. St 17 
How to Add on a “Key-Driven Calculator” ...................cccceeeeeees Dr. James R. Meehan 18 
She’s on the Side of the Law..................... idshtaieinbsltibatiascliee haat lames Jose 0) 
GE OEE Or IIs cinsivecsscaneersacbactionescinateneteadinyeaivibiangeauwene . {drienne Fros 2 
Secretaries Handbook—A Cinderella Story..............:000- Louise Boggess 23 
EE an eR oe a OO ee ee ee Eee ‘ wk. Lillian Hutchinson 26 
Is Your Boss a Stenographer’s Little Helper’... Varie M. Stewart 27 
NE OG ccc sctincnticcccbaimicinienscerereutvedociesaseasemecnnisoen Florence Elaine Ulrich 31 


Let's Talk About Awards 


It's Easy to Memorize Phone Numbers 


GOOD LOOKS SECTION 


enn InN OR a a i bape ieee ainnedaeheasinronbes 
Magic for Your Winter Wardrobe 
\ New You for a New Year 


Patterned for Today's Secretary 


Blouses 


\ecent on Accessories 


lessie (,0es Shopping 


IN SHORTHAND 
Re ID sai shednass katie ca ntandaheced dba siioutidsibitiaitiiaiiiennincsiateuneenbcialvenasaanited \ 
Spceieskaiekalsaeinioan l 
SO Tne eI cscs ca canecgnncnenbisnassiecamneenenddonmesteine Var 
Klash Reading: Carl Sandburg 

Poet and Biographet 
The Test 


Electrical Engineering Terms in Gregg Simplified 


One-Time Secretary 


ioiaieiesdilisiensaibadlesanedenlisipinesionncenitlegiaieh Florence Elaine Ulrich 32 


I EE i crstetedaces neta cibbon clan ean bcaccipiduitcuisiaiipeecbeats 


largaret Sublette 28 
Janiel T. Braymer 41 
on Flood French 42 


Elsie Leffingwell 46 
Cecil G. Pugmire 49 





sab paneenendseeneuesdeesasineensbincseeensiennnbesbaesnecatsnenseenccntseseuensccsosuesenscqnsssonnesecesnebecebeueesaanseseos 56 

Nn Sar I eastern tues dared ep bisbunlseacie eovssldsteddudsaenedeaevenenaendina 56 
SECRETARIAL SKILL BUILDING 

Shorthand Penmanship: Junior and Senior OGA Tests... ccceceesessesesseceseseneeeeesees = ae 

IU SN gal ck psa ascaecdinsip danas cipnonudian alin meuinonvensakedaeavanneagainibenh 1h 

lypewriting Arrangement: Junior and Senior OAT Tests.......... REA or Rea eee RD . 47 

lypewriting Speed: Competent Typist Speed Test...................ccccscsccsssssoesscecsesceoeees 14 

EES Oe eee oe a ae a ae ae eee! 26 

ESRRROCT IE SIRE Tas ccscactitcathccecsecacnserenssvinnsnccesone ids cinnetionaneiiisailidableuniniiondsaadasaibatiatas 15 

fi P ALAN € OY 1 ) 

Vanaging l MERRITTA BROWN 

{ / i WwW OMB 

s ke CHARLES EK 

Typewriter Editor: HAROLD H. SMITH 

Assistant Editors: CONSTANCE H. LUDWIG * WALTER M. LANGE 

ELEANOR M PERZ 

Special I ts: JACK MARZULLO 

Editorial Associates: £. LILLIAN HUTCHINSON, A. E. KLEIN, R. ROBERT ROSENLERG, 

JACK ROMACGNA, MADELINE s. SIRONY, CHARLES LEL 5WEM 

Circulation Manage FLORENCE E. ULRICH 


Business Manager: ©. WALTER EDWARDS 

West Coast Representatives: Los Angeles 17—cart w. vysincer, McGraw-Hill Publishing 
Co., 1111 Wilshire Boulevard. MAdison 6-4523 

San Francisco 4—RICHARD vc. ALCORN, McGraw-Hill Publishing 

Co., 68 Post Street VOuglas 2-4600 


PUBLISHED MONTHLY, EXCEPT JULY AND AUGUST, BY GREGG PUBLISHING DIVISION, MCGRAW-HILL 


LOOK COMPAN INC., AT MCCALL CORPORATION, MCCALL STREET, DAYTON 1. OHIO. EDITORIAL 
AND EXECUTIVE FICES AT 330 W. 42 STREET. NEW YORK 36. WN. Y¥. SUBSCRIPTION PRICE 
UNITED STATES, $'.00 THE YEAR; MEXICO, CANADA, GREAT BRITAIN, AUSTRALIA, OR ANY 
COUNTRY NOT IN THE POSTAL UNION, $3.25. RE-ENTERED AS SECOND-CLASS MATTER, JANUARY, 1953, 


AT THE POST OFFICE. AYTON. OHIO, UNDER THE ACT OF MARCH 3, 1879, 
Y GREGG PLULISHING | SION McGRAW-HILL BOOK COMPANY, INC. 


COPYRIGHT. 1953. 
PRINTED IN THE LU. S&S. A. 


) 


2 TODAY'S SECRETARY © January, 








1954 


N our Cover—First choice of the sea- 
son seems to be the “boy” blouse. 


Ilere our cover girl wears Judy Bond's 
“Beau Brummel” shirt made of the same 
oxford cloth used in men’s fine cotton 
shirts. We liked its so-right-for-work good 
looks, with its trim club collar, buttoned 
pocket, and French cults ( which, Incl- 
dentally, come with their own ocean-pearl 
cuff links although men’s large cuff links 
were substituted here ) 
gencrously and shirt tails are an extra two 
inches long tor comtort. In white. pink, 
blue, navy, and natural; sizes 32 to 38 
$3.95. At Gimbels, New York; The Hecht 
Co., Washington; Marshall Field’s, Chi- 
cago; Winkelman Bros., Detroit; L. § 
Donaldson Co.., Minneapolis; Meier & 
Frank Co., Portland; Bullock’s, Los An- 


gele Ss. 


Sleeves are cut 


And A-Way We Go! 


lis MONTH, our “Secretary to” articl 
involves not one secretary but several— 
several ever busy and always efficient 
voung ladies, each of whom is “Secretary 
to J. Peter Grace, Jr., president of W. R 
Grace & Co.” 

Because Mr. Grace’s business interests 
center around some forty sizable concerns 
spread over the Western Hemispher and 
because he likes to keep in close, per- 

with office, his six 
secretaries find that their working quar- 
ters are extremely mobile. Often, within 
a week's time, they find their typewriters 
ind themselves in Paris, New York, South 
America, and maybe back in Paris again. 
lhe day our photographer went to tak 


sonal touch each 


pictures for this article, Mr. Grace and 
three of his secretaries were hurrying off 
to Chile. Luggage 
every Where, 


and briet cases wert 
and we had a rather exciting 
time setting up lights and pictures be- 
tween the time Mr. Grace ended a board 
mecting and began his trip to the airport. 

All in all, we can promise that you will 
find this month’s lead (page 11) a “mov- 
ing’ as well as an interesting secretarial 
story. 


W hoops! 


Ir HAS BEEN CALLED TO OUR ATTENTION 
that in the article entitled, “Typing High, 
which appeared in the December issue, 4 
misstatement of facts occurred. A line in 
that article states: “Raise your typewriter 











high enough so that, when your fingers 
are on the keys, your upper and forearm 
form a 30-degree angle.” 

“so that 
your forearm slants at about the same 


What we meant to say was 


30-degree angle as the keyboard when 
your fingers are on the keys.” 

You can see the difficulties you would 
get into if you were to try to make both 
your upper and forearm form a 30-degree 
angle! So, we hope the description we 
carried did not cause too great an amount 
of discomtort or confusion. 


Subscription Suggestion 


[ue OTHER Day, our subscription de- 
partment received the following letter 
from the Employee Relations Supervisor 
of the United Gas Corporation in Hous- 
ton, Texas: 

“Enclosed is our check in the amount 
of $36.75, covering twenty-one subscrip- 
tions to Topay’s Secretary. Send all 
subscriptions to my attention.” 

Himmmmmmmmm! Maybe the person- 
nel department of your firm would be in- 
terested in purchasing Topay’s SECRETARY 
tor you and the rest of its secretaries in 
this same manner. Twenty-one separate 
subscriptions, you know, would ordinarily 

iwount to $63. So look at the wonderful 
savings enjoyed by group subscribers. 
It's worth looking into! 


\ Laugh a Day 


\losT PROBABLY, you are familiar with 
chain letters. Lately they have even been 
nentioned in the newspapers because 
they have been violating post office regu- 
lations. The other day, however, we re- 
ceived one in this office that had every- 
one giggling. 

It was sent to us by a Miss Marie 
Puhr, who writes 

“This chain letter is being sent to office 
girls in Washington. It is being started in 
the hope that it will bring joy and happi- 
ness to working girls. Unlike most chain 
letters it doesn’t cost money. Simply send 
live copies of this letter to five working 
girls. Then bundle up your boss and send 
him to the girl on the top of the list. 
When your name comes to the top of the 
ist, you will receive 14,123 MEN. Do 
iot break the chain. One girl did and got 


her own boss back!’ 





TYPEWRITER DRAWING 





"The Boss arrives in 
rare (?) ill humor!" 








--Florence Buehler 














If your typewriter 
misbehaves ... no one 
need ever know! 


Millers Falls Ezerase is the fine bond with 
the plus feature 
wiped out with an ordinary lead pencil eraser. 


typing errors are quickly 


Erasures are not smudged .. . paper surface 
is not roughed retyping cannot be 


detected. 


You get cracking fresh, always presentable 
letters that well represent you, the boss, and 
the company. Try EZERASE with a plus 


for an ever-clean slate. Made in Bond and 
Onion Skin weights. 


Send the coupon below today for FREE sample of Ezerase 


with a plus. Also at no cost to 
“Letters for Signature” folder. 
from prying eyes 


the fine bond 


you — we will enclose a handsome 
Put your letters on the boss’s desk. Safe 
free from misplacement. Here’s one of those little 


touches that makes him speak of you as the “gem” you are. 





MILLERS FALLS PAPER COMPANY 


Millers Falls, Massachusetts TS-1 
) ' Please send me the FREE sample of EZERASE and 
Fine Paper Preferred By Business “Letters for Signature” folder 
Name 


, op Sono} 
(Jae apers 


BOND - ONION SKIN - EZERASE - OPAQUE 


ade | 





Position 
Company 
Address 


City 











state 








>. SootariosLove 


Y LOW 
cost 


Libor 
COPY- 
HOLDER 







@ “sight-level” 
convenience 


@ all-metal — 
one piece 


@ neat, clean 
appecrance 


The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 
Designed so it will hold even a heavy book 
without tipping. Made of heavy gauge steel 
with soft grey finish. Size, 7” wide, 9)4” high, 
6" base. So low in cost .. . you can afford 
one for every typist. 


ORDER NOW by moil if not available 


from your stotioner. 


BANKERS BOX COMPANY 


Mokers of Liberty Record Storage Products 


720 S. Dearborn Street Chicago 5, Illinois 
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GO PLACES with Waldon Rotel Enonany 





BLARNEY...Yes and No 


The picture above, yes! 
See Blarney Castle and 
Irish legend hath it 
you'll have all the luck 
in the world 


Don’t trust to luck to 
get the finest erasers 
Ask your dealer for 
Weldon Roberts Eras- 
ers that Correct Mis- 
takes In Any Language! 


900 SUEDE-Soft gray 


rubber for auick erasures 


on any kind of paper. 
Convenient, slightly octag- 


onal shape. (With brush attached, No. 9000 Suede Whisk.) 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 


World's Foremost Eraser Specialists 








Enranrwvu> 


Correct Mistakes in Any Language 


os) 













NOW My 
TYPEWRITER 


STAYS PUT* 


(Trade Mark) 


OFFICE MACHINE 
PADS 


*New User Says: “Now, with a Quiet- 
Grip Pad, it’s the first time | haven't 
chased my typewriter around the desk 
in three years.” 


These Advantages: 


@ Eliminates “machine travel” (no need 
to bolt machine down) @ Rubber Cover- 
ing is non-skid; prevents machine falling 
to floor with costly damage @ Fibre 
Center cuts machine clatter @ Easy 
cleaning under machine because it is not 
bolted down @ Plastic Edging, no fray- 
ing @ Color is attractive “office green”. 


PAD No. 820 
For Standard Typewriters 
and Small Office Machines 
PAD No. 821 
For Electric Typewriters 


and Large Office Machines $2.50 ea. 


(If your dealer does not have ‘‘QUIET-GRIP” 
PADS, kindly mail order and give his name 
and oddress to us) 


$1.50 ea. 


JUST MAIL 
THIS COUPON Dui 


ABCO PLASTIC & SUPPLY CO. 


Division of Bro-Dart Industries 


74 E. Alpine St., Newark 5, N. J. 


Please fill this order for: 


No. 820 ‘‘Quiet-Grip’ Pads 
No. 821 “Quiet-Grip” Pads 


Your Name 


Address 





































ASKS THE 





MADELINE S. STRONY @ 


ESSIE: Greetings, friends, and a 
Happy New Year to each and every 
one of you! Did you ring out the 
Old Yeur and ring in the New with gusto? 
When the clock 
house, we banged ev ry available pot and 
pan so soundly that they no longer sit on 


struck twelve at our 


our gas range as Hatly and evenly as they 
did before. But, then, we have that op- 
portunity only once a year, so we take 
full advantage of it. And speaking of 
“taking advantage,” I'd better stop doing 
just that to our five Experts, who are 
waiting patiently for me to stop chatter- 
ing and get on with our meeting. 

Ovr- FIRST Doctor 
Lloyd. A teacher in lowa writes that her 
students would like to know the exact 
wording of the two classic sentences in 
tvpewriting—one about “coming to the 
aid of” and the other about “a quick 
brown fox.” 


QUESTION is for 


Lioyp: The exact wording of the first 
Now is the time for 
all good men to come to the aid of their 
party. This drill sentence was created by 
one of the court reporters who tried out 


sentence, Tessie, is: 


some of the first models of the typewriter 
long before it was manufactured profes- 
sionally. He took the sentence from some 
shorthand notes he had made at a politi- 
cal rally that same day. 

The second sentence is: The quick 
brown fox jumped over the lazy dog. This 
sentence first appeared back in 1882 and 
has been used in practically every type- 
writing book ever since in the original 
and in many variant forms. 

Tessie: Mrs. Strony, a secretary from 
Indiana has sent us a long, interesting 
letter asking you for advice concerning 
her job. We don’t have room to print the 
whole letter, but I will give vou the gist 
of it. She is 18 years old and just gradu- 





ated from high school last year. Upon 
graduation she was able to take shorthand 
at 120 wam and type at 60 wam. She 
got a job where she received a great deal 
of dictation; but, because the pay was so 
low, she moved to a different job. There 
she received better pay (though only 
average), but she has hardly any dicta- 
tion now. At times, she finds that she 
actually has nothing to do at all. She has 
been told that she is wasting her talents 
in this position; still, she has received one 
promotion and two raises in the four 
months she has been there. She is now 
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R. ROBERT ROSENBERG @ E, LILLIAN HUTCHINSON 


thoroughly confused and writes for ad- 
vice. Should she quit her present job and 
look for one with more dictation and 
maybe more pay, or 
where she is? 

STRONY: First of all, I should like to 
congratulate this young lady on having 


should she stay 


reached the spc eds in shorthand and tvpe- 
writing that she did while in school. I am 
assuming, of course, that along with those 
speeds went corresponding accuracy. 

Now, for the problem. This young lady 
is going to be faced with making de- 
all her life. In her first job, she 
had all the shorthand she wanted, but the 
salary was low; her salary is higher in her 
present job, but she doesn’t get the short- 
hand. She must watch out, though, that 
she doesn’t get the habit of flitting from 
job to job. 

Since she is only 18 and this is her 
second job, I should judge that she did 


is 


not stay in her first job more than six 


CISIONS 


— 


_ 


months. Of course, she must make the 
final decision; but, if I were she, I would 
stay with the present firm at least a year, 


and I'd make as much personal use of 
my shorthand as I could—tor note taking, 
telephone messages, business diary, shop- 
ping lists. I would keep up my shorthand 
reading in Topay’s Secretary. Then, I 
would learn as much about the business 
of my present firm as I could. I would 
see if, through learning more about the 
firm, I could perform other tasks that 
keep me busier. All this will make her a 
better-rounded business person, more ma- 
ture and ready to decide what she wants 
to do about future positions. 

You see, Tessie, it sometimes takes a 
few jobs before we get into the one that 
is wholly to our liking; but each one will 
give us a broader background, prepare us 
to tackle the all-important job later. I 
hope that this young lady will let me 
know what decision she finally makes. 

Tessie: This question for Doctor Rosen- 
berg comes from a business-law student 
in New York. She writes, “In my _busi- 
ness-law class, I am now studying ade- 
quate consideration. The other day, I 
came across an item in a magazine that 
seems like a very good example, but I 
should like to check on it with Doctor 
Rosenberg. The item read, ‘A very wealthy 
woman sold her recently deceased hus- 
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CHARLES E, ZOUBEK ® ALAN C. LLOYD 


band’s 1953 Cadillac for $25 because the 
proceeds were to be given to his pretty, 
What I should like to 


know is this: Since the automobile has 


young secretary. 





already been sold, could the secretary sue 
the woman for the amount that would 
seem reasonable for such a car?” 

RosENBERG: Yes, Tessie, the secretary 
may sue the widow for the reasonable 
value of the car. It is obvious that a 1953 
Cadillac is worth more than $25 and, also, 
that spite, fraud, or the vindictiveness of 
a jealous woman operated here to deprive 
the secretary of her legal bequest. 


Tessie: Miss Hutchinson, a secretary in 
California sends us this short question: 
“Does it make any difference whether 
analyze is spelled yse or yze?” 

IHlurcHINSON: Webster's Dictionary pre- 
fers the spelling analyze, Tessie. How- 
ever, the form analyse is allowable. In 
Great Britain the s form is the standard 
spelling. 


Tessie: Here’s another, Miss Hutchin- 
son: A gentleman in New Jersey writes, 
“Does the period go inside or outside the 
closing quotation mark?” 

HurcHinson: Most authorities today 
place the period inside the closing quota- 
tion mark whether the quotation is a 
single word, a phrase, a clause, or a sen- 
tence. Our editors follow this rule. 


Tessie: Mr. Zoubek, a secretary in In- 
diana addresses a question to you. “Could 
you,’ she asks, “suggest anything that 
would help me overcome a tendency to 
grip my pen too tightly? I do not ‘pinch’ 
the pen, exactly, but I do grip it a little 
too hard and hold my wrists a little too 
tense, 


ZouBek: It has been my experience, 
Tessie, that a writer will pinch his pen 
when he is writing close to or beyond his 
present capacity. When a writer has a 
reserve, the factor of pen pinching does 
not bother him; when this reserve is not 
present, the natural tendency ot every 
Writer is to pinch his pen. 

For example, if this young lady had a 
speed of 100 wam, she could probably 
write all day at 60 wam without pinch- 
ing her pen. On the other hand, if she 
had a speed of 100 wam, but had to take 
dictation for even one minute at 110 
wam, she would pinch her pen. 


The best solution to the elimination of 
pen pinching is to develop as high a 
speed as possible—while you pinch your 
pen! The greater the speed at which one 
can write with a pinched pen, the more 
comfortably will he be able to write at the 
lower speeds at which he has a reserve. 


Tessie: Here's another question for 
you, Mr. Zoubek. It comes from a teacher 
in Michigan. 

“In our class, recently, we were dis- 
cussing how to write the word specialty 
in shorthand. The Gregg Simplified text- 
book writes this word—s p e sh (sh for the 
word-ending cial) and a _ disjoined 1, 
which, in theory, is the word-ending for 
Ity. Why is the word-ending Ity (disjoined 
l) used in specialty; the joined sh for cial 
already takes in the 1, leaving only the 
ending ty to be added.” 

ZouBeEk: Strictly speaking, Tessie, the 
word specialty should be written with the 
addition of te to the form for special, in- 
asmuch as the sh carries us through the 
letter 1. However, we decided to use the 
disjoined | in order to write the word 
analogously with such words as penalty, 
faculty, cruelty, etc. If we did not use the 
disjoined / in specialty, that would be the 
only word in the Ity family that did not 
employ the disjoined |. Actually, of course, 
it makes little difference which outline 
the student uses so long as he can read 
what he has written. 


Tessie: Doctor Lloyd, here is a ques- 
tion for you from a teacher in Pittsburgh: 

“A question has recently arisen regard- 
ing the best arrangement of the inside 
address where the name of the addressee 
is short, the street address is short, but 
the name of the city is long and the name 
of the state is long. Under these circum- 
stances, is it considered good form to 
make a four-line address by putting the 
city and the state on separate lines?” 

Lioyp: There is no reason why the city 
and state must be placed on one line. It 
just happens that in most cases about the 
same amount of space is occupied when 
the city and state are put on one line as 
is occupied by each of the preceding lines 
of the inside addre SS. There is no reason, 
however, if the other lines of the inside 
address are very short, why the state can- 
not be put on a separate line to keep all 
the lines about the same length. 


Tessie: Miss Hutchinson, here is a 
question for you. A secretary in Canada 





would like to know the difference be- 
tween immigrate and emigrate. 
HutTcHINsSON: Emigrate means to go 
from one country to another to live. Im- 
migrate means to come into a country, 
from another country, to live. Thus, the 
same person emigrates from (out of) one 
country and immigrates into another. A 
good way to remember the distinction, 
Tessie, is to remember that the word that 
begins with i is the one that means into. 
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r——WHY WASTE 
OFFICE TIME? 


KEE LOX “KOPY ALIGNER” 
combines highest quality 
CARBON PAPER plus 
patented collating feature 
insures speed automatically 
plus EFFICIENCY 
with LESS FATIGUE 








You cut your collating costs 
You save on the time! 


Different Weights and Finishes 
to give perfect results from One 
to Twenty Copies at a time. All 
Copies Clean while every sheet 
has astonishing wear. You may 
obtain Free Samples by contact- 
ing any of our 32 fully stocked 
Retail Branches in the U.S.A. We 
also make Carbons for every use 
and ribbons of every color for 
every machine 
market. 


known to the 


Kee Lox Duplicator Supplies 
are No. 1 on the market 


Just phone our Branch in your 
city for Samples of above Kopy 
Aligner or write to HOME 
OFFICE... 


KEE LOX MANUFACTURING COMPANY 


ROCHESTER 1, N.Y., U.S.A. 
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‘GRASERSTIK 


A beautiful letter— 


a 
yet one miserable a ‘ 
error stands out like oO 
a 'y stai the 2) 

gravy stain on a fea) 
Queen’s robe. . lop) 
ci oO 
A smart Secretary ” ° 
me 3 
neither swears (un- @ ™ 
der her breath) nor 2] « 
despairs. She reaches =| o 
for her handy White (3I _ 
Polished ERASERSTIK i=) (s) 


. one, two, three, 
a quick flick ... and 
the error is erased, 
leaving not a ghost. 


ALL SERVI 


It’s like having a 
third hand, this 
wood-encased pol- 
ished beauty. Easily 
sharpened with knife 
or mechanical sharp- 
ener. 








Ask your Dealer 
for ERASERSTIK— 
and make sure the 
ERASERSTIK name is 
on it. Don’t let him 
sell you something 
“just as good” be- | 
cause there’s nothing 
just as good. 


7099) <> 
7099B with brush 


AWFaBER &RASERSZIK 


AWFaBER ERASERSTIE ( 








FABER-CHSIELL 


PENCIL COMPANY, INC., NEWARK 3, NJ 








Here’s another, Miss Hutchin- 
son. A secretary in Maine writes, “Many 
letters I see Say, “We acknowledge your 
letter,” others say, “We acknowledge re- 
ceipt of your letter.. Which is correct, 
and why?” 

HutcuHinson: Webster gives as one 
definition of acknowledge: “To make 
known to a sender or giver that one has 
received something; as to acknowledge a 
letter, acknowledge a_ gift.” Therefore, 
Tessie, the word receipt is not needed 
after acknowledge. 


TESSIE: 


Tessie: Here’s a question for Doctor 
Lloyd. A student in Virginia writes, “My 
teacher is always reminding us about our 
posture. Does it really matter?” 

Lioyp: Yes, does. To say 
nothing of the health factor, more typing 
errors are caused by changing posture 
than by any other one factor; so, you 


Tessie, it 





must learn to sit in a way that permits 
you to sit still. And more bad habits in 
stroking, spacing, capitalizing, etc., are 
caused by poor posture than by anything 
else. This young lady’s teacher is right. 


Here is a 
trom a 


TESSIE: Mr. 
Zoubek, secretary in Massachu- 
setts: “As you know, the stenographer’s 
notebook vertical rule the 
middle. I was taught to write down the 
first column and then down the second. 
Recently, however, I saw a stenographer 
write straight across the page, disregard- 
ing the center rule. Which 
preferred, and why?” 

ZouBEK: Most writers, Tessie, preter to 
write the first and then 
second, for these reasons: 

1. By writing only halfway across the 
page, the hand does not have so far to 
travel when it is ready to begin the next 
line. If a writer goes completely across 
the page, his hand must travel almost six 
inches, with the result that it gains mo- 
mentum that has to be checked before it 
can start writing again. 

2. Shorthand written in three-inch col- 
umns is easier to transcribe than short- 
hand written in six-inch columns. The 
eye can more easily and accurately trans- 
fer from the end of one three-inch line 


question tor 


has a down 


method is 


down 
down the 


column 





to the next than it can from one six-inch 
line to the next. When the eye has to 
make too broad a jump, it is likely to lose 
the place or to pick up the wrong line. 
Of course, some writers have a very 
large style of writing, employing arm 
movement almost completely. Because of 
this large style of writing, they find their 
hand traveling back and forth constantly 
when they use a three-inch column. So 
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these “arm movement” writers sometimes 
find they can write more comfortably 
when they write straight across the page. 


Tessie: Here’s one more for you, Mr, 
Zoubek. A secretary in Maryland writes 
this letter: “The other day, while my 





boss was dictating, he was interrupted 
by a telephone call, After a long con- 
versation, he put back the receiver and 
continued dictating where he thought he 
left off. When I got back to my desk, 
the interrupted passage didn’t make sense 
at all. What is the right procedure here, 
just so I don't have to translate 
mixed-up paragraphs in the future?” 

ZouBEK: It is only the rare business- 
man, Tessie—the grouch who probably 
beats his wite—who objects to having his 
stenographer or secretary verify dictated 
material about which there is any doubt. 
Most businessmen encourage their secre- 
taries to check with them when there 
is a question about the accuracy of some 
dictated material or 


any 


about the sense of 
it—in fact, insist on it. They don’t want 
transcripts that make no sense. One thing 
that really annoys businessmen is to re- 


ceive a transcript that makes so little 
sense that it has to be completely re- 
typed. And they really “burn” when a 
secretary tells them, “I thought it didn’t 


sound right, but that is what you said.” 


Tesste: Doctor Lloyd, here is a ques- 
tion for you from a New York secretary: 
“In school we taught how to 


were 





crowd or spread a word on a manual ma- 
chine. It was easy just to hold the carriage 
in the in-between spot by pressing the 
back-space key part of the way down. In 
my present job, however, I use an electric 
typewriter and find it practically impossi- 
ble to hold the backspace key part of the 
way down. The minute I touch it, it goes 
ahead and backspaces a 
What can I do?” 

Lioyp: Here is the solution, Tessie: 
Brace the heel of your left hand on the 
side of the machine and push the carriage 
with your fingertips until you get it in the 
typing position. Hold it there long enough 
to tap the key with a finger of your 
right hand. 


whole space. 


Tessie: Well, friends, I guess we'd bet- 
ter bring this meeting to a close. I dont 
want to start off the new year by ovet- 
working our Experts! And speaking of 
the new year, we hope you havent 
broken all those wonderful resolutions 
you made. Sunny has made a bet with me 
that I can’t keep all mine until our next 
meeting. Till then—meeting adjourned! 
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these were your hands... © 














‘i ... you’d type with tireless ease and ° ° 
e. turn out more and beautiful work— owrdil ork 


“s because, instead of pushing the keys, 


he >] . -_ 
re you'd touch them, lightly instead of INTERNATIONAL BUSINESS MACHINES 
he ““‘throwing”’ the carriage, the tip of your 


‘ ; ; IBM, Dept. TS 
little finger would signal it smoothly to 590 Madison Ave., New York 22, N. Y. 


return—instead of striking harder to get [] Please send illustrated folders on IBM Electric 


carbon copies, you’d turn a little dial. a . 
t- LJ I'd like to see the IBM Electric Typewriter. 
t . 
: Doesn’t your skill, too, deserve the 
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A few seconds here — 
a few minutes there — 
day after day DENNISON 
HANDY HELPERS are time 
savers in office, school 
and home. 


Dennison shipping tags, 
marking tags, key tags, 
gummed labels and seals, 
index tabs, reinforcements, 
mending tape and many 
more are 


Handy to Have — 
Have them Handy 
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RNNNNOOWW 


Manufacturing Company 
Framingham, Massachusetts 








What every secretary 


should know about 


GOOD FOUNTAIN-PEN CARE 


OU CAN ADD A FEATHER to your cap or win an 

extra commendation from the boss by keeping his 
fountain pens in tiptop order at all times. Many a busy 
fountain-pen user forgets that the pen doesn’t just need 
refilling with ink—it also needs regular cleansing. When a 
fountain pen balks, try the simplest remedy first: flushing 
with warm soapsuds. 

No need to wait until it goes on strike, however. Good 
fountain-pen care is one of the little services the busy 
executive most appreciates. He may reach for his own, 
or for the one on your desk as he passes by; in either case, 
have the pen ready and working smoothly. 


It’s EASY TO FOLLOW WASHING INSTRUCTIONS. Remember, 
too, that plastic or rubber tubes and metal pen points take 
to soapy water just as successfully as other products made 
of these materials. For the bath session, all you need is 
a cup or bowl of warm—not hot—soapsuds, and some 
rinsing water. Draw the suds into the pen and release 
them, repeating until the suds come out clean. Then do 
the same thing with clear rinsing water. Wipe off moisture 
with disposable tissues. Swish the cap, too, through the 
suds and rinse water; then swab it out’ with dry cotton 
wrapped around a pipe cleaner or pencil tip. Often we 
forget that the caps of pens also need attention. 


A PEN SHOULD BE KEPT CAPPED when not in use, to cut 
down on ink evaporation. A desk pen is best kept upright 
in its holder; ink bottles need to be covered tightly. Some 
permanent inks dry into deposits that cannot be dissolved 
in water. Pens that use such inks should be taken occa- 
sionally to a repair shop for cleaning. It’s a good idea, 
though, to give any fountain pen the benefit of the soap- 
suds cure before deciding it has seen its last writing days. 
You may be pleasantly surprised. 


KEEPING YOUR BOSS'S FOUNTAIN PENS happy and smooth- 
flowing without a hitch is just as smart as keeping your 
typewriter in good working condition. You know how 
regularly the service man comes to clean and adjust your 
typewriter to keep it from becoming troublesome. With 
fountain pens, too, taking care of them is mostly a case 
of foresight—and soap and water. Look ahead. Do the little 
washing job before the pen clogs up. This kind of planning 
and thoughtfulness is the mark of the really good secretary, 
and the boss knows it! 
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‘‘Here’s one textbook that 
goes to work for me 
every day on the 


job”’ 


THIRD EDITION 
by 
Gregg, 
Fries, and 


Rowe 


Applied SECRETARIAL PRACTICE 





Popular with teachers, students, and practicing secretaries 
because it accomplishes these objectives: 


* Supplies important business information % Teaches essential office procedures and skills 


* Develops desirable personality traits * Deals realistically with job finding and job behavior 


. especially helpful are units dealing with The Secretary on 
the Job, Your Personal Effectiveness, Your Appearance, Using 
Sources of Information, Meeting the Public, and Duplicating 
Processes and Equipment.” 


575 Pages. Illustrated. ..... List, $2.80. 


Workbook and Secretarial Practice Tests are available to complete 


this rich experience program. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


New York 36. 330 W. 42nd St. Dallas 2, 501 Elm St. 
Chicago 6, 111 N. Canal St. San Francisco 4, 68 Post St. 
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SPECIAL— 


Plan to examine the 
New Fourth Edition of: 


Hagar and Hutchinson 
Make this new 15-minute-a-day 
spelling and vocabulary program 
part of your English, Typing, and 
Secretarial Practice training. 


Now available 
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To secretaries who have 5 pennies...an open-minded boss 


...and a need for a new typewriter 


Take the 5 pennies, lay them on the boss’s desk. and 
say. “This is all you save in one week of working days by 
keeping my typewriter 10 years instead of five.” 

If he’s an open-minded boss. he’s going to want to hear 
more. And that’s where the Roval Representative comes 


in with his arithmetic to prove your statement. 


But the Royal man will do more than that. 


He'll explain how business gets higher morale. better em- 
ployee relations and work you can both be proud of from 
slick new Royal Standards. These facts alone would justify 


trading in at five years instead of 10. 


In addition. new Royal Standards are the finest. most 
rugged precision writing machines ever built... with less 
need for service...and many work- and time-saving fea- 
tures found on no other office typewriter. 

Everyone takes pride in his work . . . better-looking 
letters and memos... more work done more easily... in 
other words — accomplishment. That’s what the new Royal 


Standard will deliver in your office. Remember Royal is the 


typewriter preferred 2'5 to 1 among people like yourself, 


those who type. 







QYAL 


STANDARD « ELECTRIC 
PORTABLE 


Roytype Business Supplies 





Your local Royal Representative wil! bring a new 
Royal Standard to your office and show all of you its 
superiorities. A phone call will do it. Why not call 
today? Royal Typewriter Company, Inc., 2 Park Ave- 


nue, New York 16, New York. 











Call your Royal Representative (He’s listed in the Classified Telephone Directory) 
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Eleanor Harms, shown with Mr. Grace, is one of his six secretaries. 
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January | 954 
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She travels over 150.000 miles with the staff in a vear. 


SECRETARIES TO 


oD. Peter Grace. oD nr. 


Mo. SECRETARIES reckon their shorthand speed in words a minute, but 
globe-trotting Eleanor Harms and Adeline Kessler, who take a large part of 
their dictation on airplanes and in automobiles, can calculate their speed in words 
a mile per minute. At the end of their first year as traveling secretaries to Mr. J. 
Peter Grace, Jr., president of W. R. Grace & Co., they realized that they had 
traveled 150,000 miles each, or 300,000 miles as a team. 

“That’s a lot of mileage,” Eleanor insists. 

Mr. Grace has, in all, six secretaries. The first thing one of these girls learns is 
that her office is where she finds it, and she may take dictation or transcribe 
memos in planes, autos, ships; in ice-bound lands or at the Equator; in cosmopoli- 
tan Paris or on the edge of a jungle. Her office is just about anywhere she can rest 
her shorthand pad or prop up her portable typewriter. 

Mr. Grace, one of America’s ablest and most energetic executives, is probably 
concerned with a greater variety and a wider spread of business interests than 
any administrator since the argosy days of our nation’s commerce. To many peo- 
ple, W. R. Grace & Co. stands for the Grace Line, with its luxurious passenger 
steamers and cargo ships that operate between U. S. Atlantic and Pacific ports 
and South and Central America. Actually, the Grace Line is merely one of some 
forty sizable Grace businesses spread over the Western Hemisphere. These in- 
clude major chemical, mining, transportation, banking, insurance, agricultural, 
and manufacturing concerns with more than fifty offices in the United States and 
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{nn Atsaves is the Spanish-language 


specialist on the secretarial team. 
Here. Ann (standing) does a quick 


translation for Dolores Lasker. 




















Doris Hopkins (left) and Dorothy McAndrews 
(right) usually man the home office. Since they both 
have traveled widely with Mr. Grace. they know 
well which of the material that comes to his desk 
should be forwarded to him when he’s on a trip. 
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over eighty offices in South and Central America. 
Well-known among the company’s holdings are the 
Grace Chemical Corporation; the Grace National 
Bank; the Davison Chemical Corporation; and Pana- 
gra, “The World's Friendliest Airline”—this last, a joint 
holding with Pan-American World Airways, Inc. It is 
the job of these six secretaries to help Mr. Grace keep 
in close touch with these many interests of his. 

And close it is. for Mr. Grace likes to know at all 
times everything going on in every Grace company. 
He is a man who works a minimum of eighty hours a 
week so that he can keep up on all phases of this large 
enterprise. And long-distance supervision is not 
enough. He likes to be on the spot whenever some- 
thing important comes up in one of the Grace subsidi- 
aries. Which accounts for his frequent transocean and 
transcontinental jaunts to the various Grace offices. 

Accompanying Mr. Grace and his staff on these trips, 
the girls serve in teams of at least two. For the past 
vear Eleanor Harms and Adeline Kessler have been 
doing most of the traveling, but all six secretaries have 
traveled extensively and are careful to keep their pass- 
ports in readiness. The secretaries on current travel- 
ing assignment occasionally move out on three hours’ 
notice. seldom spending more than two consecutive 
weeks in New York. A typical traveling week for them 
might comprise Saturday and Sunday in Paris, Mon- 
dav in New York, a midweek in South America, and a 
following week end in San Francisco, Miami, or even 
Paris again. It’s generally back to New York every few 


Quick calls for taxis. a frantic rush to pack in all the bag- 


gage. and the secretaries and administrative assistants are 


off to La Guardia—and Chile. This time it was Eleanor 
Harms, Dolores Lasker, and Adeline Kessler who went along. 











days; but, once in a while, the girls take the “long 
swing that lasts about five weeks and covers England. 
France, Switzerland, Germany, Sweden, Peru, Colom- 
bia, Bolivia, and Chile before returning home. 

As fascinating and extraordinary as these experi- 
ences may seem to an outsider, all the girls agree that 
distant places soon blur into one scrambled image 
and the unusual soon becomes routine. A_ traveling 
workday commences seriously in the late afternoon as 
the plane pulls hard down the Idlewild runway, turns 
tail on the sunset, and dictation begins. It’s good-by to 
\lanhattan’s towers, with the next sight and thought of 
land the white cliffs of Dover, the city of London, or 
the Eiffel tower. By then, the girls have already had 
several takes of dictation, several sessions at the type- 
writers, and have a sheaf of letters and memos ready 
for immediate posting. 

Language and luggage are perennial nuisances for 
the traveling secretaries. English is, of course, widely 
spoken in the more cosmopolitan centers of Europe or 
South America. But often enough, in some little town, 
the girls do have problems in communication. Secre- 
tary Dolores Lasker, for example, once found herself 
in a remote corner of Colombia where even the hotel 
employees couldn't understand English. By most elab- 
orate gesticulation, she tried to explain that she wanted 
to be awakened by 7:30 a.m. The desk clerk and tele- 
phone operator seemed to understand; but Dolores 
got, instead of a morning call, the “Do Not Disturb” 
treatment—and a nice long sleep! Once, in Stockholm, 


\ 


Dolores Lasker checks her portion of the 
luggage. In addition to suitcases, each 
girl has her own portable and a brief case 
filled with special files, shorthand note- 
books, and stationery needs. 





Dorothy McAndrews’ portable typewriter went astray 
and she found herself forced to borrow a machine. She 
was given an old-fashioned Swedish model with a 
nightmare keyboard and peculiar gadgets. After a long 
hunt with sharp eyes, poised fingers, and Yankee in- 
genuity, she made the thing yield up a budget of corre- 
spondence. 

The luggage problem is also complicated for the 
girls by the quick movements from frigid to torrid 
regions (often on the same trip with no chance to 
stop off at home to switch wardrobes. They very soon 
learn to select their outfits with an eye to travel. their 
clothing must be serviceable and adaptable to ex 
tremes of climate. They prefer suits and a variety of 
blouses for traveling. Both their summer and winte1 
clothes are constantly in use, so they have no winter 
storage problem at home. 

If the city on their itinerary has a Grace office, they 
naturally set up operations at that branch. Often, they 
convert a hotel room into their expedition headquar 
ters. Probably their lushest office was a tropical hotel 
garden in Barranquilla, Colombia. Probably their 
quaintest was an old hotel in Rheims—or was it the 
charming hotel brooding over a little lake in Salts- 
jobaden, Sweden? Their most unusual office was prob- 
ably the luxurious parlor car of a special train that 
took them through the Andes. One of their favorite 
offices is a little laboratory in a chocolate and biscuit 
manufacturing plant in South America. Here they can 


stir up some bacon and eggs (Continued on page 51) 


clutter of suitcases is a familiar sight in the Grace offices 
Doris Hopkins makes a final check with Adeline and Dolores as 
leaving-time approaches, and Dorothy puts another report into Mr. 
Grace's already bulging “study” bag of work he will tackle enroute. 
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All about Teleoram Plus Services 


CSSTERN UNION, you know, doesn't 

just send telegrams. Oh, no. At 7 a.m., 
for instance, the telephone rings in a New 
York apartment. The sleeping form in the 
bed turns over, gropes for the receiver, and 
grumbles some kind of hello. 

“Good morning, Miss Bruce,” comes a 
cheerful voice over the wire. “This is West- 
ern Union calling at your request to tell you 
it is 7 a.m.” 

This is Western Union's “wake up” service, 
used each month by several thousand sleepy- 
heads who don’t trust their alarm clocks to 
get them up. 

Communication companies are offering 
more and more of these evtra services. To a 
secretary, some are very helpful in perform- 
ing the extra tasks a boss may want done. 

Does Mr. Boss need to send a birthday 
present to his Aunt Ellen in Chicago? 
does it have to reach her by tomorrow? 


And, 


Without leaving the office, you can, 
through Western Union, get a message o1 
gift to her. What does he want to send? 

A birthday greeting telegram? This is a 
birthday message that reaches her on a 
gaily illustrated telegram form, enclosed in 
a special envelope that bears the words “A 
Greeting.” You or your boss may write the 
message or use one of the many prepared 
by Western Union. 

A singing telegram’ This reaches Aunt 
Ellen by phone. A _ sweet-voiced operator 
sings the familiar birthday greetings, and 
adds that they are from her nephew. 

Morey? Ah, money! Gift money orders are 
delivered to the door on decorative gift 
forms, are easily cashed, and are certainly 
most welcome. Ordinary telegraphic money 
orders are also available. 

Candy, flowers, nylons, perfume? Western 
Union will purchase almost anything and 
deliver it the same day. So your boss has 


Gecided on a two-pound box of chocolate- 
covered almonds for Aunt Ellen? Tell West- 
ern Union, add whatever birthday message 
you wish, and the gift and message will 
reach her promptly. 


THERE ARE THOSE DAYS, too, when the work 
on your desk is so high you can't see over it 
and the boss asks you to run an errand for 
him! Now, Western Union, as your boss per- 
haps forgot, runs errands too. They will pick 
up and deliver notes and packages of all 
kinds; they will call for a suit at the tailor’s; 
they will purchase a pair of theater tickets; 
they will rush over to your boss’s house to 
get the umbrella and rubbers he left at home 
this morning; they will pick up a ham-on-rye 
and coffee and deliver it to his desk--com- 
plete with spoon and sugar; they will return 
that overdue book to the library. Anything 
you can do, they can do also, which is some- 
times a convenience to a very busy secretary. 
The charges, of course, vary with actual lo- 
cations, time consumed, service rendered, 
etc. Western Union suggests that you ask 
your local telegraph office to have a repre- 
sentative call and explain how useful their 
errand services can be to you. 

The communication companies also offer 
many technical services of interest to execu- 
tives who work in advertising or distributing 
departments. Does your firm, for instance 
manufacture children’s shoes and advertise 
them in national magazines? Suppose 4 
mother in Butte, Montana, reads the ad for 
the shoes and wants to buy a pair for John- 
ny. What store in Butte sells them? Western 
Union's “Operator 25” service enables her to 
lift her phone, ask for Operator 25, and learn 
where to go in that community to get these 
shoes. This and other business services are 
described briefly in “The New Western Union 
Telegrammar.” Ask for it at your local office. 


TODAY'S SECRETARY @ January, 1954 














BY 
EVELYN F. 


WILSON 





Photo, courtesy McGraw-Hill Text Films 


minutes by the hour 


Ever taken minutes at accompany meeting? 


Here's some advice froma secretary who’s weathered many a conference. 


VHERE WAS A TIME when m-i-n-u-t-e-s meant 
little more to me than sixty seconds. Now, it can 
mean as many as 43.200 seconds of pen-pushing, doz- 
ens of hours of transcribing and redrafting, and a few 
terriftving moments of supposing. 

The “supposing” always comes after the meeting is 
over and is just as inevitable as Monday morning— 
“Suppose I didn't get everything, or suppose I won't 
be able to read my notes, or . . . well, just suppose!” 
Fortunately, this quickly disappears with the very 
first page, or even paragraph, of transcription. 

The 43,200 seconds are no idle figure pulled from 
nowhere, but represent an actual day-and-a-half meet- 
ing | covered recently. To give just a few more figures, 
my notes filled all but the last dozen or so pages of the 
final half of my book (this did not include seven de- 
tailed reports typed in advance ). The finished set con- 
sisted of fifty-one double-spaced sheets plus ten or 
twelve mimeographed inserts distributed at the meet- 
ing by the various speakers. 

To those of you who may be shaking your heads 
grimly in a “None of that for me!” fashion, taking min- 
utes is not ordinarily the kind of job for which you ap- 
ply. It is handed to you when the occasion arises, just 
as matter-of-factly as routine dictation. Nor is it the 
rare “specialty” of certain secretarial trainees; for, al- 
though the average office may have no need for min- 
ute-taking, any capable secretary in the executive de- 
partment of a company is apt to find herself taking 
minutes at some time or other. 

The first time I was told (I say told, not asked) 


to take minutes, it was so completely unexpected and 
so beyond what I thought I could do that I felt very 
much tempted to rebel. Of course, I didn’t; and the 
over-all result was a set of minutes well taken and, 
once they were transcribed and approved, I had a 
smug feeling of “Guess I can do it, after all!” 

My 5l-page report is by no means a fair example 
of what is normally expected. The average set of min- 
utes is merely a comprehensive outline of the impor- 
tant points and by whom they were made. If it is the 
kind of meeting where motions are put forth, you 
merely record all motions made, by whom presented 
and seconded, and whether passed, rejected or tabled 
(set aside for future discussion ). This, along with the 
routine “vital statistics” (date, time, place, those pres- 
ent, etc.), is all that is absolutely necessary. Anyone 
with reasonable speed, dependable transcribing ability, 
and a good capacity for dogged concentration can 
qualify 

If any one of these qualifications is more important 
than the others, it would probably be “dogged con- 
centration.” Even though only the significant points 
need to be retained, you must keep constant vigil 
throughout to be sure not to miss any of the important 
remarks. 

Some of the men may yawn their way through fig- 
ures that do not concern them or passages too techni- 
cal for them to understand. Even your boss may show 
more interest in preparing his introduction of the next 
speaker than in the words of the one talking. 

But—the secretary must be ever alert through- 
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out the technical and the simple, the tedious and the 
interesting, the irrelevant as well as the significant. 
You are the one who will be responsible for an intelli- 
gent summary of the entire proceedings—whether you 
understood them or not—and you will be expected to 
know what was being said while the others day- 
dreamed. 

Apart from personal abilities, the secretary's most 
priceless aid in taking minutes is none other than the 
“big boss,” himself. Frankly, there were just two rea- 
sons why I did not rebel against taking my first set of 
minutes—one was that I was much too timid to say, 
“No!” and the other was the assurance that my boss 
would be there to help me. 

His very first concern will be to see that you are 
familiar enough with all those present—or at least all 
the speakers, if it is a very large meeting—to be able 
to identify them properly in your notes. Knowing 
who’s who is essential, and it is up to you to ask in case 
you don't know them all. 

Your employer will invariably seat you next to 
himself at the speakers’ table, where he will be “on 
call” throughout the session for whatever counsel you 
may need. Later, he will very carefully edit your 
transcribed first dratt; and, because of his more de- 
tailed familiarity with the topics, he will be able to 
catch any possible errors (and they are possible! ), 
especially in the technical material presented. 


As witH THE 43,200 sEcoNDs, “technical” is by no 
means an idle word used merely to justify mistakes. 
There are some errors, of course, that are inexcus- 
able; but there are others that nothing short of a 
Herculean capacity for catching unfamiliar terms 
could avoid. For example, my last report included 
such words as total digestible nutrients, Sila-gas, Kril- 
ium, anhydrous, and molybdenum. All but one was 
familiar to me—I wrote quilliom for Krilium. As these 
terms are spoken by men who use them daily in busi- 
ness, they are likely to be spoken hurriedly, with the 
assumption that they are being understood—and so 
they are, generally, but not always by the secretary. 
In transcribing passages like this, professional editing 
by your boss is invaluable. 

Because their reports are invariably prepared in 
advance, the men know exactly what they are going to 
say; and they make it as grammatically perfect as they 
can. The reports are usually given deliberately and 
with enough volume to be heard over the entire room 
(and a hushed room, at that). Any secretary who has 
had routine dictation muttered at her through cupped 
hands or from behind a pipe clenched in teeth, in a 
noisy room filled with distractions, and in a disorgan- 
ized and grammatically careless manner must admit 
there are advantages in taking minutes at a higher and 
steadier speed, but under more nearly the ideal condi- 
tions of the classroom. 

Of course, almost every meeting has its periods of 
open discussion, during which friction on moot points 
may result in overheated temperaments; and rapid-fire 





comments (some not suited for recording) soon dis- 
rupt the idyllic classroom atmosphere. These debates 
usually require the most rapid pen-pushing and keen 
concentration, with word-for-word notes wherever 
possible. It is these passages that may require the most 
careful professional editing. 

Finally, your employer will very likely dictate the 
complete, finished version, incorporating his corree- 
tions, additions, and deletions. The greatest changes 
in the minutes I have taken have been made by cut- 
ting, but it is my conviction that it is far better to have 
too much than not enough. The men seem to agree in 
this, and they have never yet complained. While tran- 
scribing my last set, the thought of having perhaps 
half the notes rejected was somewhat discouraging. 
This was the first time 'd ever had such a pile of notes. 
I hesitated to submit them, even in rough draft. How- 
ever, | handed them to Mr. G. exactly as they were; 
and he actually retained about 90 per cent (much of it 
verbatim throughout entire paragraphs ) for that ever- 
important office copy! I say office copy, for the 51-page 
report was intended primarily as a permanent record 
for our files, while a very much abridged “comprehen- 
sive outline” was mimeographed for distribution to 
those who attended. Our file copy, incidentally, has 
become something of a guidepost and has already 
proved most valuable as a basis for future plans and 
in preparing reports for other meetings. 

Actually, then, while the secretary must expect to 
be almost entirely on her own while taking notes, she 
can at least be sure of the very expert and complete 
co-operation of her boss for the final draft. 


ALTHOUGH THERE ARE SECRETARIES who listen first and 
write later if they feel the statements are worth while, 
it seems much more logical, especially for the non- 
professional, to take down as much as possible of what 
is said as it is being said and then to let the employer— 
who, after all, is the better judge—decide how import- 
ant it is. Most of the notes will then be in the actual 
words of the speakers, and the facts and figures will 
certainly be more reliable. Obviously, if you listen first 
before writing, you would still have to listen to catch 
new material while recording the old, and so could 
easily slip up. 

Your aim is by no means to take down every word 
in every sentence that is spoken, Even to attempt this 
could be disastrous (to the notes and to you!) and 
would be entirely unnecessary. Mere snatches of sen- 
tences and paragraphs will do, so long as they con- 
tain all the important information and are explicit 
enough to avoid confusion. There will be time enough 
later to add those countless “little” words so necessary 
to a well-written final report, but which can be a seri- 
ous hindrance while recording at top speed technical 
data that no amount of common sense could fill in once 
the meeting is over. 

Special care should be taken, wherever possible, to 
quote exactly those very significant passages that some- 
times enter even the most rou- (Continued on page 52) 
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Kmployvee 


BY MADELI 


M TERRIBLY SORRY that I 
| blew my top. this 
when we were talking.” 
little file clerk. 

“Don't apologize, Miss Trent,” re- 
plied her supervisor, “you rarely do 
‘blow your top’; I should be the 
one to apologize. As you pointed 
out, your work has going 
along so successfully that I had 
just taken for granted that you had 
no problems.” 


afternoon 
said the 


been 


CONVERSATIONS quite similar to this 
are heard every day all over the 
business world. for “griping’ is one 
of our American traits. Although 
the perpetual griper is a nuisance 
and a pest, studies have shown that 
workers who do some griping are 
better workers, are happier work- 
ers, and stay longer with the firm 
than those who do no griping at all. 

lf you are planning some day to 
become a supervisor, you will do 
Well to train yourself now to be 
willing to listen sympathetically to 
all such gripes—whether real or im- 
aginary. In many cases, no matter 
into which category the grievance 
falls, just to express it and get it off 





Grievanees 


NE S. STRONY 


one’s chest, so to speak, already 
helps to reduce the size of the prob- 
lem. Those workers who go around 
with grievances bottled up within 
them make a mountain out of the 
whole affair in their own minds and 
soon become inefficient on the job 
or may even make themselves ill 
over it. 

Therefore, the who 
wants happy, co-operative workers 
must be tuned to the peeves or 


supervisor 


gripes of her employees. To ward 
off such grievances, a good super- 
visor must: 

l. As nearly as possible distribute 
an equal work load. 

2. Make it convenient for her 
people to air their grievances pe- 
riodically without fear of ridicule 
or scorn. 

3. Keep people within the de- 
partment informed of what is going 
on rather than let them hear com- 
pany information from outsiders or 
through the grapevine. 

4. Invite suggestions and criti- 
cisms. 

5. Give credit for 

6. Treat each person as a human 
being. 


suggestions. 
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7. Know that rules are important 
but also when they can be broken 
or slightly stretched. 

8. Have a sense of humor, 

9. Fight for her people (crediting 
them with the good things; assum- 
ing the blame for their mistakes ). 

10. See that all her people can 
perform more than one job. 


A PERFECT EXAMPLE of a supervisor 
who follows a policy such as this 
in her daily work is a young lady 
we know by the name of Miss 
Gillis. She is in charge of fourteen 
young women in one of the service 
departments of her firm. Everyone 
remarks about her smooth-running 
department—its low turnover, high 
morale, and high productiveness. 
Here are some of the reasons for 
her success: 

month Miss Gillis has 
departmental meetings, lasting 
about thirty minutes to an hour. 
The members of the department 
are encouraged to bring to this 
meeting their suggestions for the 
betterment of the department and 
for the betterment of their own 
working conditions. Many valuable 
right then 
and there, and Miss Gillis always 
listens. No girl ever feels that her 
suggestion will be laughed at by 
either Miss Gillis or the group. 

At the conclusion of the meeting, 
Miss Gillis makes a report to her 
staff of the progress being made in 
the department. Everyone is kept 
informed. 


Once a 


suggestions are given 


Grapevine rumors are 
thrashed out. Occasionally these 
meetings are luncheon meetings, 
sometimes they take place in the 
late afternoon or in the early eve- 
ning. 

Between the monthly meetings 
the employees are asked to use the 
suggestion box; and, if a suggestion 
is put into effect, the outcome is 
discussed at the meeting. Credit is 
always given to the one making the 
suggestion. 

Miss Gillis also makes it a point 
to circulate among her staff every 
day—not as a “snoopervisor,” but as 
one eager to help. If she notices a 
girl who previously has done an ex- 
cellent job now making many mis- 
takes and seeming to be upset, she 
will call that girl into her office for 
a talk. Such a talk often uncovers 
illness at home, a fight with the 
boy friend, or a father who has lost 


(Continued on page 50) 
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Burroughs Hand-Operated Calculator 


How To Add 


HE KEY-DRIVEN CALCULATOR is a wonder- 

ful machine. It will add, subtract, multiply. and 
divide—do just about every kind of figure work that 
anvone would want done. So, wherever vou find a 
great deal of figure work, there you find this machine. 
It takes a lot of training to be expert in using it in 
every way possible, but it is easy to learn how to add 
on it—and adding is what most secretaries do. 

There are three prominent makes of key-driven cal- 
culators, as shown above: the Burroughs, the Comp- 
tometer, and the Plus. All have three parts in common: 
(A) a keyboard of colored keys, (B) a lever that is 
pulled forward or depressed to clear the machine, 
and (C) a series of dial windows in which answers 
appear. 

The keyboard is like that of other adding machines: 
it has columns of numbers, separated into cents, hun- 
dreds, thousands, and millions by distinguishing col- 
ors. But the keys are different: each has two numerals 
on it—a big one (which is the one we use when add- 
ing) and a small one ( which we'll ignore ). 

Most amateurs can guess how to add on the ma- 
chine. You clear the machine with the clear key. Then 
you press the keys for the number you want; if you 
want to add 56 and 72, you press the 5 in the second 
column and 6 in the first (56 will show up on the dials 
at the bottom ); then you press the 7 in the second col- 
umn and the 2 in the first (and the total, 128, will show 
on the dials ). The answer: 128. 

The dials work like the mileage meter on the dash- 
board of a car—the tens accumulate, turning the adja- 
cent dials each time ten more is added on. 


a 


keynoare 


clearing lever 


New Non-Electi ic Comptometer 


on a “Key-Driven 


e 


written especially for Tovay’s Secretary by an expert: 


DR. JAMES R. MEEHAN 


of Hunter College, in New York City 


But there is a professional touch that you can master 
quickly by doing a few exercises. The operator who is 
a real expert uses just two fingers in addition—the first 
and second (index and middle) of the right hand. 
The “home-key position” is 33. The operator does not 
move his hand up and down the column of keys but, 
rather, controls the keys by reaching no farther than 
two keys above the 33. How? Well, to add 7, the oper- 
ator does not reach for the 7; instead, he depresses 
4 and 3, which are in easy reach. To add 8, he taps the 
-key twice. To add 9. he depresses the 5 and 4. When 
making these combinations, of course he makes sure 
he stays in the same column in which the key for 
the whole number appears. Try this: 


Add In Col. 2, Press: In Col. 1, Press: 


33 the 3, once the 3, once 
66 the 3, twice the 3, twice 
34 the 3. once the 4, once 
73 the 4, then 3 the 3, once 
8s the 4, twice the 4, twice 
23 the 2, once the 3, once 
62 the 3, twice the 2, once 
36 the 3, once the 3, twice 
28 the 2, once the 4, twice 


§4 the 4, twice the 4, once 
527 is the answer shown on the dials. 
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Plus Kev-Driven Calculator 


Calculator’ 


HERE ARE SIX MORE PROBLEMS, each just a little more 
difficult than the one before it. Try these problems, 
working slowly and remembering to think through 
the combinations before depressing the key s. Gradu- 
ally, by repeating problems, build up speed. 


Problem 1 Problem 2 Problem 3 


66 3.67 8.35 
82 6.83 7.19 
AT 7.22 9.38 
5 2.46 2.54 
9S 8.72 1.37 
26 4.36 6.12 
13 6.85 8.98 
35 7.2 9.59 
oT 8.87 1.67 
91 3.68 5.19 
6.00 59.88 60.38 


Problem 4 Problem 5 


Problem 6 


36.36 63.95 636.37 
60.74 97.68 704.68 
37.88 82.73 880.24 
76.63 26.54 203.83 
32.83 91.06 300.76 
26.47 16.89 737.02 
67.86 40.99 843.77 
70.23 25.47 202.32 
48.77 53.72 404.06 
26.23 10.07 278.68 
$84.00 909.40 9,191.73 


Multiplying 
is easy. too 


HEN YOU MULTIPLY, you look like a pianist 

striking chords over and over, for you use both 
hands—the first two fingers of each hand, ordinarily 
and you depress a whole group of keys over and over. 
For example, if you wished to multiply 21.89 by 357, 
this is what you would do: 

1. Place your two right-hand fingers on the 89 and 
the two left-hand fingers on the adjacent 21. 

2. Depress the four keys simultaneously seven times, 
for the figure 7 (last figure in the number 357) 

3. Shift all four fingers one key to the left, as though 
to depress 218.90. Depress the four keys simultaneous- 
ly five times, for the figure 5 (middle figure in the 
number 357 ). 

4. Shift the four fingers one more key to the left, 
as though to depress 2,189.00. Depress the four keys 
simultaneously three times, for the figure 3 (first fig- 
ure in the number 357 ). 

5. Read the answer in the dials: 7,814.73. 

You see, all that multiplication is is cumulative, re- 
peated addition. The only thing to be careful about 
is to “multiply” for each number in the multiplier 
(357, here), in reverse order—the 7, the 5, the 3—being 
sure to shift your fingers one row left for each new 
number. 

Try this problem: 53.68 multiplied by 247. Your 
answer should be 13,258.96. 


One hand to add. but 


two hands to multiply 





TODAY'S SECRETARY @ January, 1954 19 

























































Betty Wilkison was The boss who says “take a let- 


“Miss Crown City” ter” to Betty is Chief Clarence 
riding one of the Morris. Pasadena police chief. 


floats in the Rose 
Bowl parade on 
New Year's Day. 








Ries on the side 


Y OU SAW HER on New Year's Day if you watched ( 


the Pasadena Rose Parade on TV. Betty Wilkison € 
was the girl in a frilly white formal who rode the City s 
of Pasadena’s float. Maybe you heard the announcer t 
sav. “There goes ‘Miss Crown City.” (Crown City is F 
Pasadena’s nickname, and during 1953 Betty was its 
queen—and official hostess.) It was exciting to ride n 
that mobile floral piece. But, then, Betty’s life is well a 
crammed with excitement, for the other 364 days of 1 


the vear she’s private secretary to Pasadena’s Chief 


of Police, Clarence Morris. | 
“I’m on the side of the Law,” Betty laughs. “But,” k 
she adds, “it means that occasionally I even have to 0 
work in the jail.” sl 
“Betty,” a voice says, “how about coming over here sl 


and taking a deposition?” < 
So. off she goes. Sometimes it’s rather grim and 


sordid, sometimes even heartbreaking. Perhaps the d 
case is like one Betty transcribed a few years ago in tl 
Jetty Wilkison—-against a background of Pasa- which six or seven officers were questioning a gray- vi 
dena’s City Hall, “the office” to this secretary. haired woman in her mid-forties. The conversation i. 
was polite and matter-of-fact—“Dragnet” come to life. | 
Policemen have hearts, big hearts; but, even when it ke 
hurts (and often it does), they've got to get to the “. 
bottom of things. “Things,” in this case, involved a ka 
rash of check writing—the “bouncy” variety. And the - 
Sometimes Betty has to contact lady in question had a cross-country reputation for th 
the police squad cars via her affixing her signature to worthless scraps of paper ss 
boss’s office transmitter. that (coincidentally ) carried a bank’s name. ol 
Officers asked the lady if she was ready to give a ki 
statement and whether she fully understood that it 
was voluntary and could be used against her in court? ‘~ 
She said she was ready. So, steno pad in hand, Betty . 
took down her confession. 
It was mild compared to another case she recorded. ’ 
This woman, who had lost track of her boyfriend, ag 
managed to locate him in a Pasadena drugstore. One , 
day she barged in on her errant suitor, now a soda “ 
counterman. There was nothing criminal in an ex- . 
change of pleasantries after years of separation— . 
except that the woman brandished a revolver and ; 
offered then and there to demonstrate her marksman- a 





ship. Fellow countermen saved the man by forcefully 
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dissuading his long-lost girlfriend. Now, in the pres- 
ence of detectives, she admitted a feminine frailty— 
she'd talked too much. “Should have pulled the trigger 
the minute I saw him, then gotten friendly,” she re- 
lated sadly. Betty was sitting there—taking it all down. 

Depositions are tricky. A half-dozen different officers 
may take part in the questioning, and you have to 
attribute the questions to the officers who asked them. 
That’s where Betty's 120 wam’s help out—her reward 
for hard work at Pasadena City College. But back in 
1950, when Alpha Kappa Tau awarded Betty a gold 
key as “their most outstanding secretarial graduate 
of the year,” she never expected to wind up on the 
shorthand side of a criminal confession. Incidentally, 
she was graduated first in her class of 285, with a 
250 average (3:00 means straight “A” 

At that time, Betty had no inkling that she’d some- 
day be decoy in a real-life arrest. It happened like 
this: One day a reporter from a Los Angeles paper 
visited the office. He was asking the day's question: 
“What do you think of loud shirts that men wear?” 
“| thought plenty, and told him,” Betty explained. A 
few days later her opinions appeared in a “Wander- 
ing Camera” column, along with her photo. A week 
later she received a letter. Would she be interested 
in buying some Lrish Sweepstakes tickets? Apparently 
the hawker had sent letters to all the girls featured 
in that newspaper column. But, since her home—not 
ollice—address had been listed, the ticket seller didn't 
know that Betty was Girl Friday to the Police Chief. 
This omission proved exceedingly embarrassing be- 
cause lotteries, and that includes the Lrish Sweep- 
stakes, are illegal. 

“The office asked if I would co-operate,” Betty con- 
tinued. “So, 1 dialed the number enclosed with the 
letter. The voice at the other end said he’d be driving 
a green Ford coupé and that he’d park outside my 
house at 8:30 the following evening. ‘Have the money 


ready, and I'll have the tickets. They're winners, sure 
thing, he told me. But I didn’t keep the tete-a-tete. 
At the last moment a policewoman took my place. 
I understand the gentleman forwith cancelled his 
subscription to that newspaper.” 


they're her 
butter. 


JAMES 
JOSEPH 








scare Bet- 


BEING SECRETARY TO A CHIEF OF POLICE is actually no 
cloak-and-dagger job. It’s a combination of public 
relations and secretarial work. And, like most jobs, 
you start at the bottom. 

Betty's chance came about a year after graduation. 
Her college’s placement bureau phoned to say there 
were openings in Pasadena’s Civil Service. Did she 
care to take a test? She did. But, first, she attended 
two weeks of school, brushing up on shorthand and 
typing, climbing back to 120 words a minute in dic- 
tation and 70 to 80 in typing. 

The test was a toughie. It lasted almost all day; 
and, when Betty saw the several hundred applicants, 
she decided her chances were slim. She was just 21. 
Most of the others were considerably older and ap- 
parently had had years of experience. Since graduation 
—almost a year before—she had done part-time steno- 
graphic work, but that was all. About ten days after 
the test, the phone jangled. It was the Civil Service 
director calling to say that she had passed and had 
been put on the eligible list. “But,” he added, how 
about considering a job now, in the police depart- 
ment?” A few days afterwards, Betty became a steno- 
clerk, at $196 a month, in the Police Records depart- 
ment. 

“Some girls, I’m told, won't start at such low pay. 
Even without experience, they think they're worth 
more than the lowest rungs of Civil Service pay. And, 
besides, they seem to have decided a Civil Service 
job would be dull. That’s far from what I'd call it!” 
Betty told us emphatically “—even in Records.” 

She was in that department for a year and a half, 
and was finally put in charge of the criminal records 
files. There she indexed all arrest bookings and kept 
track of their final disposition. Her department filed 
FBI and California Criminal Identification and Investi- 
gation reports. Passing through their hands were the 
biographies of men and women in trouble with the 
Law, and in trouble, more often than not, with them- 
selves. Buried under those “dull figures and facts” 
was a whole textbook on human psychology. 

Then, in November 1951, Betty was called “up- 


stairs” as receptionist in the (Continued on page 54) 
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HOLD 
THE 
PHONE 


BY ADRIENNE FROSCH 














A telephone 
shoulder rest can 


be a busy secretary's 


best friend 





Above: The Morris Phone Rest, manu- 
factured by the Bert M. Morris Com- 
pany, 8651 West Third Street, Los 
Angeles 48, California, has a wide, 
triangular-shaped support that curves 
to fit over the back of your shoulder. 
The metal parts, which are made of 
polished aluminum, are light in 
weight; and only gray rubber parts 
are used, to prevent soiling clothes. 
The shoulder rest is designed to fit 
the contour of the average shoulder 
and can be easily adjusted for either 
your left or right shoulder. Price, $2.50. 











Does your boss like to dictate to you over the phone? Do you often have 
to check your desk card file for information for customers? And do these 
and similar telephone chores put a strain on your poor neck? If so, you 
might give a thought to obtaining one of the wonderful new gadgets 
that will help make your telephone sessions much easier. They are de- 
signed to keep the phone on your shoulder so that you can use both 
hands to type, look up information, make notes, write orders, and do 
little timesaving chores while you are on the phone. 

These phone holders come in a variety of shapes and sizes and also 
in a variety of prices. Here we have pictured four brands that may give 
you an idea of what to look for. 





Left: One of the less expensive phone 
holders is this simple model from Su- 
perior Household Manufacturing Com- 
pany, 350 West Ontario Street. Chicago 
10. A hard-rubber holder clamps 
around the phone receiver and an ex- 
tension “tail” hooks over vour shoulder, 
providing a nonskid prop for vour 
phone. This model sells for 69 cents. 
\ less expensive version (not pictured ) 
by the same manufacturer costs 40 
cents and has a small rubber knob to 
keep the phone from slipping but no 


shoulder-rest tail for suport. 

























Right: Telehold, which is manufac- 
tured by Rans Manufacturing Com- 
pany, 215 East 144 Street. New York 
51, is a somewhat more elaborate de- 
vice. Telehold has a support that is 
padded with foam rubber and fits over 
both the front and back of you 
shoulder. An extension arm raises the 
receiver and holds it in a convenient 
position for you to talk into the mouth- 
pie Cc. Made of durable, unbreakable 
plastic, it can be adjusted to all 
shoulder widths and slopes and snaps 
onto any phone in a jiffy. Price, $1.98. 


Leit: Super Phone Arm, manufactured 
by Central Technical, Inc., 230 West 
$1] Street, New York 36, does every- 
thing but listen for vou. This device 
holds the receiver ear-high on a rod. 
All you need do is swing it into po- 
sition against your ear. The holder is 
easily detached from the rod so that 
it can be put back on the phone cradle 
or passed to another person. Price is 
$9.95. If you wish to leave the receiver 
permanently on the rod, you can pur- 
chase a magic weight ($1) to cut off 
circuit after each phone call. 
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A Cinderella Story 


py Louise Boggess 


Have New Year's resolutions inspired you to tackle 
any revamping of your own personality? 
Ij yow re satisfied with yourself as is, you can skip this; 


if not, read how you can change because . 
It can happen to you 


_ peedige PROBABLY NOTICED the before-and- 
after ads for weight-reduction plans. The results 
are pretty striking. Personality remodeling isn’t quite 
the same sort of thing. The method isn’t as simple as 
just passing up a few cream pufts, sodas, and what- 
have-you. It takes a bit more thought and will power, 
but the results are often immediate. 

Every time you are a bit more considerate or help- 
ful, every time you exert a little extra effort to win 
friends or please bosses, you'll feel mighty proud of 
yourself, and you'll notice the gleam of appreciation 
and esteem in their eyes. 

In business offices, your personality not only di- 
rects. your relationship with others, regulates your 
day-to-day happiness, but it also determines your 
promotions. Personality, far more often than we real- 
ize, is the determining factor between success and 
failure in life. 

Fortunately, it’s easy to polish up your personality. 
Oiten it means just replacing a few undesirable traits 
with desirable ones. 

Take the case of Betty. She was quick to learn 
new office routine, was accurate in her work, and was 
quite attractive. Yet on two occasions she had been 
passed over for a secretarial promotion. Betty accepted 
her failure calmly, making excuses for herself. But, 
the third time it happened, she went to see the per- 
sonnel director. 

lt was not easy for him to tell her the truth; but 


he did, by reading comments from her personality- 
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Illustrated by ERNIE BARTH 


rating sheets: “The girl never stops talking.” “Prat- 
tles constantly,” “Even talks while she types.” Betty 
was a chatterbox, and no one wanted a chatterbox 
for a private secretary. 

Janet's case was the other extreme. Janet knew 
how to keep quiet—that was her trouble—she was too 
quiet, much too quiet, too shy. 

This truth was brought sharply into focus one 
morning when one of the other secretaries she'd been 
relieving burst out, “Don't you ever ask visitors to 
be seated, or get them ash trays while they waitr 
Do you let everyone stand or find his own way to 
a chair?” Crude and abrupt, yes; but a private sec- 
retary must be a good receptionist. 

Claire was less fortunate in learning her fault. 
Her eyes brimming with tears and her voice filled 
with sobs, she burst into the boss’s office and de- 
manded, “Why didn’t I get the promotion?” A good 
look at herself at that very moment would have an- 
swered the question. Claire burst into tears or blew 
up whenever she was crossed in any way. She did 
not have the emotional maturity to be a secretary. 

Not just one, but all these undesirable traits can 
be changed or redirected. Today, in this competi- 
tive old business world of ours, your future, like 
that of these girls, often depends on your person- 
ality and your ability to get along with others. Your 
Cinderella story can't come true overnight, of course, 
but it can happen. You and only you can perform 
the magic. Why not begin now? 
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OPHIE TUCKER has often told of the good ad- 
= vice an old friend once gave her. “Sophie.” he 
said, “to succeed in anv kind of business. you have 
to learn to accept the things you cannot change; have 
the courage to change the things you can; and to 
possess the wisdom to know the difference.” 

This applies to personality, too. Personality traits 
are definitely those “things” that you need only 
the courage to change. To bring about the de- 
sired change. however, you must work out a basic 
measuring stick. 

After talking with top executives. studying em- 
ployee rating forms, and discussing job application 
interviews, we have compiled a list of ten desirable 
traits that were rated essential for success in busi- 





ness. Since such traits vary in importance with the 
individual office, they are not listed as to their 
relative importance. Here’s the kind of secretary the 
bosses want: 

1. A secretary who looks alive.—How’s your physi- 
cal constitution? Do you look as if you've had (and 
you have had) sufficient sleep? Do you weigh what 
you should? Do you have few absences from work? 
Do you have a regular medical checkup? 

2. A secretary who always is smartly dressed.— 
Do you wear tasteful, well-styled clothes? Do vour 
hair and hands show regular care? Is your make- 
up in good taste? Are you and your clothes always 
neat and clean? 

3. A secretary who acts her age.—Are you emo- 
tionally mature, or do you let childish reactions 
show? Can you take correction or stay overtime 
occasionally without pitving yourself? Can you  sin- 
cerely congratulate your friends on promotions? Do 
you bring your home problems to the office? Do 
you nurse grudges? 

4. A secretary who has self-confidence and poise. 
—Can you act natural with the president as well 
as with the office boy? Do you have faith in your 
own judgment? Do you meet strangers easily and 
graciously? Do you feel secure in your job? 

5. A secretary who's willing to take some respon- 
sibility.—Can you do an assignment with a minimum 
of direction? Do you compose answers to routine 
letters? Do you take it upon yourself whenever pos- 





Hiow to change 


NCE you have analyzed your scores, you will 

have a pretty good idea of where your weak 
spots are, and you can then begin to work the magic 
that will cause them to vanish—which will start your 
Cinderella story coming true. 

The “magic’?—merely making yourself constantly 
aware of the undesirable habits you have and con- 
centrating on ridding yourself of them. Suppose you 
take the trait in which you had the poorest rating 
and start on that one. In everything vou do, trv to 
detect this trait and avoid all the pitfalls you were 
previously caught in. You might keep a record of 
your successes and failures by putting little plus 
or minus signs on your desk calendar each day. 
This will enable you to watch your progress; and, 


as you continue to strive to improve, you will have 
more and more plus marks. When you have had a 
week of plus marks only, perhaps you can switch 
vour efforts to another trait—that one that was next 
most in need of attention. When you have mastered 
this one, go on to the next poorest, and so on down 
the list. 

Perhaps you will want to try another method. 
Ben Franklin used to work on one personality fault 
or virtue each day, a different one each day. Or 
you might tackle your three poorest traits all at 
once and work on them together. It matters little 
exactly which method you use so long as you do 
make a concerted effort. 

The newspapers and magazines often contain self- 
improvement material. You may be able to find 
an article that applies to the very problem you 
are confronted with. If you do find such an article, 
clip it out and keep it under your desk blotter for 
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sible to handle the phone calls that you know it is not 
necessary for your boss to attend to personally? 

6, A secretary | can depend on.—Do you do your 
work promptly and efficiently? In typing letters, do 
you check doubtful spelling and information? Are 
you punctual? Can you be counted on to arrive on 
time and work just as hard when the boss is out of 
the office? 

7. A secretary who uses her head.—Do you show 
your initiative by making practical suggestions on 
office efficiency? Do you use unexpected spare time 
to learn more about the business? Do you make it 
a point to be helpful to new employees? 

S. A secretary who is a good sport.—Are you adapt- 
able? Do you make the best of unpleasant things 
vou cant change? Do you share the menial office 
tasks, such as dusting the staff bookshelves or go- 
ing out to get lunches for the gang on rainy days? 
Do you pleasantly adjust yourself to inconvenient 
office routines? Are you willing to help others who 
are behind in their work? 

9. A secretary who sticks by me.—Are you loyal 
to your boss? Are you ever guilty of stirring up 
unrest in your office? Do you speak favorably of 
your company to others? Can you keep from telling 
things you learn in confidence? 

lO. A secretary who is enthusiastic.—When you 
like something a co-worker has done. do vou let him 
know it? Do you try to keep your sense of humor, 


no matter what happens? Do you enjoy your job? 


Start with these ten general personality traits and 
individualize them. Think of them as they pertain 
to you. Rate them as to their relative importance 
in your particular office and in your life. You will 
find it helpful to study these, visualizing yourself 
first the way your best friend would see you and 
then as your worst enemy would see you. Try to 
find specific incidents at the office that point up or 
minimize these traits. 

For further practice, you might quietly study your 
fellow workers. See how they would score with this 
list. Again, be alert to find specific incidents in which 
they used the traits negatively or positively. It’s 
often easier to spot flaws and good traits in others 
than it is to find them in yourself, and this prac- 
tice will help point out actions you should avoid 
or adopt. 

Take plenty of time—wecks, if necessary—in learn- 
ing to apply these personality traits systematically, 
both to vourself and to your co-workers. Rate them, 
allowing ten points as perfect on each trait. Now 
rate vourself 

One secretary we know also asked her crisp-tongued 
aunt to give her a personality rating. Another girl 
had one of her ex-teachers go over the list. Often 
it helps to consult someone else who will be fair 
and honest in rating you and will also be genuinely 
interested in helping you. 

After you have a clear picture of what needs to 
be changed, you are ready to begin, 





ready reference. Youll find it helpful to reread it for 
moral support if you feel yourself slipping back into 
your former bad_ habits. 

some people like to keep self-improvement note- 
books. Each day they write up brief notes about 
their successes and failures with the particular trait 
they are working on. If you try this method. youll 
find it is good psychology to include also the one 
thing—no matter how small—you did exceptionally 
well that day. The main value of this diary tech- 
nique is that it forces you to analyze your actions 
every day; it shows you the little things that make 
you slip up and how you can watch out for them 
When such a situation arises next time. It also re- 
minds you how well you handled other problems 
and how you can apply this same psychology to 
similar cases. 

At regular intervals—every three or four months— 
give yourself a rerating. You will probably be sur- 


FODAY’S SECRETARY @ January, 1954 9 


prised at the degree of success you have attained. 
But your success wont be a secret any more. It 
will be quite evident to those who know you, Youll 
be the happy Cinderella who is well on her way to 
gaining the handsome prince, the host of friends— 


and maybe a big, fat raise from the pleased boss! 
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Just Teasers 





BY E. LILLIAN HUTCHINSON 





COLORING YOUR SPEECH 


Substitute for the colorless words printed jp 
italics, specific or emphatic words that will make 
the sentences more graphic. 


He walked slowly toward the sunset. 


I said I would take a five o'clock train, 


on = 


That surely is a good plan. 


His policy in dealing with his customers was poor 


ut 


The results show what can be done. 

6. His small home is just bevond the turn in the road 
7. The route home led through the woods. 

8. I saw a robin this morning. 

9. He ate his supper in five minutes. 


10. She bought a beautiful little vase in France, 





SPELLING MISHAPS 


Here are ten frequently used words. Some of 
them are misspelled. If you don’t spot all of 
them at once, type the correct spellings from 
the Key over and over until you are sure you 


won't miss them again. 


1. atheletic 6. accidently 

2. parallel 7. controversy 
3. similiar 8. nickle 

4. priviledge 9. occurrence 
5. recipient 10. accomodate 


KNOW YOUR ROOTS 


Many of our most frequently used words are de 
rived from Latin or Greek roots. To each worl 
in the third column, add at least two more words 
built on the root in the first column. 


Root Meaning Words Built on Roe 
1. graph- write graphic 
2. duc- lead ductile 
3. spec- look at spectator 
4. phon- sound phonograph 
5. fin- end finish 





ABBREVIATION PROBLEMS 


Which of the following sentences contain the 
incorrect use or incorrect forms of abbrevia- 
tions? Indicate the correct substitutions. 


1. Enclosed are your two policies—no. 84639 show- 
ing change of beneficiary, no. 96531 of date. 

2. The Dr. will be here in an hour. 

3. Mr. Jas. Graham, Jr., is in the reception room. 

1. Please have some flowers sent to Miss. Young. 

5. Our agent sails for S. America on Mon. 

6. Which is the highest mt. in the United States? 

7. My brother is treasurer of his company. 

8. Meet me at the southeast corner of Main and 
High Sts. 

9. Mail the statements as soon after January 1 as 
possible. 

10. My aunt has been invited to speak to the D.A.R.. 





TAKE A NUMBER 


In the following sentences, which numbers @ 


written in an incorrect style? Indicate the pre 


ferred forms. 


1. In July, we are moving to 1,700 Second Avenut 

2. We plan to buy a house in about two yeals 

3. The price of this brand of coffee is now $0 
pound. 

4. Now turn to page 15. 

5. We are now in the second half of the 20th centun 


6. I shall need about a hundred dollars tor trave 


ing expenses. 


~I 


We need more two quart containers at once. 

8. In 1951 150 traffic violations were reported 
our town. 

9. First count the 10s. 

10. The elapsed time is 2 years 7 months 5 days 


Key to teasers on page # 


———<, 
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How to handle the problem dictator 


is your boss 


A STENOGRAPHER’S LITTLE HELPER? 


OES YOUR BOSS tell you when to paragraph ( if 

he thinks of it) and when to use punctuation 
marks (only sometimes he’s dead wrong)? Right in 
the middle of the dictation, does he give you special 
instructions with regard to extra carbons or to checking 
names? When he reads the finished letter, does he 
write corrections in ink? He is, of course, trying to be 
helpful—but is he? 

If your boss really knows his punctuation, para- 
graphing, and capitalization, you have no problem. 
His dictation of these marks may be a little annoying, 
but it does slow down the dictation and forestall 
any criticism or argument about such details. And, 
having the punctuation in the notes makes for more 
rapid transcription. 

However, since this column deals with problem 
dictators, we are going to assume that your boss 
thinks he knows, but really doesn’t. This type of 
man needs adroit handling, and that is what we are 
going to talk about. 

First OF ALL, try leaving a few blank lines in your 
notebook at the beginning of each letter; then you 
will have space in which to write any out-of-the-ordi- 
nary instructions. Be sure to take time before tran- 
scribing to dispose of such special directions, for there 
would be no point in noting unusual instructions and 
then failing to heed them. Can you imagine how dis- 
concerting it must be to find such directions in your 
notes when you are all through typing a letter and dis- 
cover that you should have made an extra carbon! 

The ink corrections, though, pose a very real prob- 
lem. If the dictator corrected lightly in pencil, you 
would be able to retouch easily. But with ink, you 
must rewrite the whole letter. You might explain this 
to “Mr. Helpfulness,” but you do run the risk of some 
unpleasantness. Probably the best and most tactful 
thing to do would be this: When you take the let- 
ters in to be signed, lay them on his desk and very, 
very unobtrusively place a pencil right at his hand. It 
may work. 


WHETHER OR NOT TO CHANGE any punctuation or cap- 
italization is a delicate question. Much depends on 
how well you know your boss. Some men remember 
what they dictate, and others don’t. If your boss is the 
remembering kind, don’t make any changes unless the 


BY MARIE M. STEWART 


punctuation is unquestionably wrong—perhaps, say, a 
comma has been dictated where a period belongs. 

Maybe you are new at your present job and haven't 
had a chance to study your boss. In that case, be very 
cautious. If there is a glaring error, correct it and 
wait for repercussions. Even if the dictator makes no 
comment, proceed slowly. Never make too many 
changes, but be satisfied with one correction at a 
time, with a long wait between times. 


SHOULD YOUR BOSS ROAR like a bull because you have 
made a correction, explain quietly why you did it. If 
he then continues to roar, give up. After all, he pays 
your salary and is entitled to have things the way he 
wants them. 

With a problem dictator of this kind, your job 
happiness, success, and advancement will hinge on 
your personal attitude toward the dictator’s would-be 
helpfulness. If you openly resent having him tell you 
about things that you consider part of your trade, 


you will become a “problem stenographer.” If you 
adopt the long view and understand that he means 
well, you will take his peculiarities in stride. 
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Mr. Robert Malcolm 
Munch-Crunch Cereal Corporation 
Indianapolis, Indiana 
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Why don’t you try your hand at our January 


va 


BY 


OW DO YOU RATE on book- 

keeping knowledge? Here is 
a test to find out. And you might 
even win an award! Secretaries 
office workers. and students are all 
invited to try their hand. But first, 
study the problem and read over 
the rules carefully. 

There are sixteen transactions in 
this January problem—transactions 
that are typical of the kind that 
occur daily in business throughout 
the nation. To earn a Junior Certift- 
cate of Achievement or pin tor 
your work on this test, make entries 
for all the transactions, with pen 
and ink, in simple general-journal 
form. To earn a Senior Certificate 
or pin, journalize the transactions 
and then post the entries to a gen- 
eral ledger. To earn a Superior Cer- 
tificate or pin, journalize, post, and 
then prepare a trial balance. 


THE PROBLEM. Samuel Stone is the 
proprietor of Sam’s Service Station, 
He sells automobile accessories, 
tires and tubes. and supplies in 
addition to his sales of service. The 
business is not big enough to war- 
rant employment of a full-time 
bookkeeper. In this contest prob- 
lem, therefore, you are to assume 
that you are employed on a part- 
time basis to keep Mr. Stone's 
records. 


THE TRANSACTIONS. January 2 Sam- 
uel Stone invested $4,000.00 in his 
service station. 

{ Bought merchandise. on ac- 


Bookkeeping Contest 


FLORENCE ELAINE ULRICH, 


count 60 days. from Superior Sup- 
ply Company, $330.90. 


7 Cash sales of service to 
date totaled $270.10. 
y Sold tires and tubes on ac- 


count to the Public Market. $71.80, 

1] Purchased merchandise 
for cash. S41S.SO. from Wearwell 
‘Tire Corporation. 

12 Returned damaged mer- 
chandise to the Superior Supply 
Company, $17.60. They agreed to 
credit our account. 

14 Purchased supplies for use 
in the station from the Peak Quality 
Supply House, $34.96, on account. 

15 Sold merchandise to the 
Star Transportation Service for 
cash, $45.10. 

i6 Bought a new cash register 
on account from the Double-Duty 
Equipment Corporation, $150.00. 

LS Received a check from the 
Public Market, $50.00, in partial 
payment of amount due. 

20 The Star Transportation 
Service returned merchandise. Re- 
funded the sale price, $6.98. 

2] Gave the Peak Quality 
Supply House a check for $20.00, in 
part payment of amount due them. 

22? Sold goods on account, 30 
days, to Henry Feenan. $17.00. 

25 Sent Wentworth Realty 
Corporation a check for $400.00, 
in payment of rent for station. 

25 Henry 
unsatisfactory merchandise. Cred- 
ited his account. $1.5S. 

30 Mr. Stone withdrew cash 


Feenan returned 
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Director of Gregg Awards 


from the business. $350.00. for in- 
vestment elsewhere. 
These are your entries. 


THE CONTEST RULES. 1. Any secre- 
tary or office worker may solve the 
problem and send in her work 
(along with a stamped, self-ad- 
dressed envelope), indicating the 
award for which she is applying 
and enclosing the fee. (State job 
title and firm name and address.) 

2. Students may solve the prob- 
lem under the supervision of their 
teacher. Teachers should send in a 
list of the names of students who 
prepare acceptable papers, along 
with a statement certifying to the 
eligibility of the students named. 
(Print or type the list and indicate 
what award each student is ap- 
plying for.) 

If fifteen or more students qual- 
ify, the teacher is asked to submit 
to us with her club list and exam- 
ination fees, the one best paper—to 
be considered for special Honorable 
Mention (The Best of the Best 
and a free prize pin. 

3. Fees: Ten cents for the certifi- 
cate; $1 for the gold-and-ename! 
OBE pin; $1.10 for both. 

4. Mail all individual entries and 
school lists and “Best” papers to 
Gregg Awards Department, 350 
West 42 Street. New York 36, N. Y. 
Deadline date: February 1, 1954. 

5. Judges are Milton Briggs, Anne 
Kovacs, Walter Ml. Lange, and Dr. 
Alan C. Lloyd. Decisions of the 
judges are final. 
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Let's talk about the Gregg 


AWARDS 


ANUARY-—the time of the year 
when we pause to do two 
things: Review what we have 

accomplished in the past vear and 
plan accomplishment in the new. 

With regard to the past vear, 
your Awards Department is rightly 
proud of the accomplishment of the 
shorthand writers and typists, lo- 
cated all over the world, who 
strove, by taking our tests each 
month, to earn awards that testify 
to their skill. 

This past vear has seen a greater 
increase than ever before in the 
earning of shorthand speed awards 
at 60, 80, and 100 wam and at the 
higher speeds as well. 

In typing, too, there has been a 
greater improvement in the qual- 
ity of work submitted for the love- 
ly OAT (Order of Artistic Typists ) 
and CT (Competent Typist) 
awards. We only wish that we 
could reproduce the hundreds of 
beautiful) specimens we receive 
each month from those who want 
their typing appraised by experts. 

Yet, while we are appreciative 
and proud of past accomplish- 
ments, still we are making new 
plans for 1954. In March of this 
year, a new kind of test will be 
administered to you. It will be a 
test to measure your transcribing 
ability in terms of speed and accu- 
racy. The letters will not be very 
long, and they will be dictated 
no faster than 100 words a minute; 
but you will be required to turn 
out in “jig time’ transcripts an em- 
ployer would be proud to sign! 

Prepare now to earn the lovely 
Order of Business Efficiency pins 
and certificates that will be award- 
ed tor passing this challenging new 
test. Sharpen your wits as well as 
your pencils, and flex your mental 
responses as well as your fingers. 
Keep your typewriter in good con- 
dition, too. Haul out those old lists 
of spelling demons and type them 
over and over again. Use your eyes, 
ears, and brain now on every trans- 
cript you make so as to improve 
your skill in turning out good let- 
ters in a reasonable time. We'll tell 
you more about this new test later. 

—Florence E. Ulrich 
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MATERIAL FOR OGA TESTS 
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All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and assure accuracy in making out certificates. January copy is good as membership tests for OAT 
CT, and OGA awards until January 20, 1954, issue. See typing tests, pages 44 and 47. 





Junior OGA Test 
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OGA Membership Test 











INSTRUCTIONS: Copy the tests here 
in your best style of shorthand. trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns. on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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that they have developed a good practical 
style of penmanship that will assure ac 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 
Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as 
proper curve. slant, and joining; am 
(3) the correctness of proportions malik 
tained throughout the specimen § 
mitted. A “Key to the Marking of OGA 


Tests” is returned with any failing paper — 


which gives detailed criticism of ¢ 


faults of style noted by the examiner ~ 


































There’s nothing like a pastel dress to brighten 
winter drabness. And, if that light-colored dress 
is made of a washable fabric, as is this Dorothy 
Hubbs dress done in a rayon and Acrilan blend, 
yeu can keep it looking fresh and neat yourself 
without running up cleaning bills. Thanks to 
Acrilan, the pleated skirt will retain its sharp 
pleats after washing. And here, too, is a happy 
blend of wearability and smart stvling. The dress 
has a comfortable wear-as-you-will neckline that’s 
just made to show off a pretty scarf or jewelry. 
Sizes 12 to 20. In aqua, watermelon. beige, and 
gray. About $20 at Chandler’s, Boston; John 
Wanamaker. Philadelphia; Halle Bros., Cleve- 
land; The Fair. Chicago; Broadway Department 


Store. Los Angeles. 
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Smart with everything from slacks 

to suits are these rufle-trimmed 
“Toreador” blouses by Ship ‘n 

Shore, shown here in two versions. 
The white blouse comes with red- 

or black-embroidered ruffle: the print 
is in red. green. blue. or black on 
white. Both in Pima cotton broadeloth, 


sizes 30 to 38. $3.98 each. At 


Baltimore; Carson Pirie Scott. 
Chicago: Titche Goetiinger. Dallas: 


and The Emporium, San Francisco. 


Magic for 


your 


B L () L S E S Winter Wardrobe 


Business-right. but soft and lady-like is 
this Sage blouse by Revelation. It 

has an interesting choirboy-voke detail, 
three-quarter sleeves (easier to keep clean 
on the job). and a pert wing collar. In 





white, pink, light blue, maize, or a 

lovely shade of coral. The fabric is 

tissue faille; sizes, 32 to 38: price, $4.98. 

At E. T. Slattery Co., Boston: Lamson Bros., 
Toledo; The Fair, Chicago; Gimbel's, 
Milwaukee; J. Goldsmith & Son, Memphis. 
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B. Altman. New York: Hochschild Kohn, 








A gay plaid blouse is spice for any girl s wardrobe. 

Here is an Ann Lee version, styled by Shander. 

and done in the loveliest of Galey & Lord cotton plaids. 
Choose a red. blue. gray, or light-blue background. 

\bout $2.98. At Stern Bros., New York; Strawbridge & 
Clothier, Philadelphia: Marshall Field’s. Chicago: 

The May Co., Denver; and The Emporium, San Francisco. 





“Gold Wings” is the name of this perky Judy Bond blouse. 
It's a feminine counterpart of a man’s tuxedo shirt with its 


wing collar, bow tie, and pleated vestee. But, it has 

smart feminine styling no man ever wore—-smoothly sloping 
shoulders, three-quarter sleeves. and pure silk 

fabric that’s striped with lurex. In white with gold or 

silver; in brown with gold; in aqua or pink with silver. 

Sizes 32 to 38. $7.95. At Oppenheim Collins, New York; J. L. 
Hudson Co., Detroit; J. W. Robinson Co., Los Angeles. 


Embroidered stripes on a background of tiny checks 
team up in this gay print blouse by Ship ‘n Shore. It's 
made of sturdy cotton that can be tossed in the = 

washer and will come out clean and sparkling. There's ‘me  \ a 

a tiny rounded collar that takes proudly to your ” sh 

favorite tailored jewelry. In red, yellow, green, 
blue, or gray. Sizes 30 to 40. $2.98. At Stern Bros., 
New York; Woodward & Lothrop, Washington; Schuster’s, 


Milwaukee; Scruggs Vandervoort Barney, St. Louis. 


rf 
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VERY GIRL owes it to herself to be as attrac- 
E tive as possible. She owes it to her employer, too, 
because she often is the “front” for him—the one who 
makes the first impression for the office. And, strange 
as it may seem, most girls are better looking than 
they think. With a little effort and a bit of experimen- 
tation in make-up and hair arrangement, an average- 
looking girl can become really attractive, even beauti- 
ful. 

Your marvelous secretarial abilities don’t show, you 
know. A very competent brain may never get a chance 

prove itself if your appearance is against you. So, 
take a good long look in the mirror. Do you see room 
for improvement? Are you as well groomed as youd 
want your secretary to be? Would you like to look at 
this person you see in the mirror all day long? The 
photos on these pages show one girl’s progress in mak- 
ing the most of her natural good looks. Like many sec- 
retaries, she was neatly groomed, but her appearance 
just needed a bit of perking up. 


EVERY GIRL SHOULD PAY PARTICULAR ATTENTION TO HER 
HAIR. Whether you wear it long or short is a matter of 
individual preference, but the smartest girls follow 
fashion trends within reason. Right now, the trend 
is for short hair, casually curled and brushed away 
from the face. It calls for the best haircut you can get, 
by one who knows how to leave your hair full where 
you need it and to thin out bulk where it works against 
your good looks. Our model’s hair was cut by an expert 
in a famous salon. In keeping with the current trend, 
it is short, with just enough length in back to turn up 
at the neckline. 
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SECOND STEP IN KEEPING HAIR NEAT and pretty is a per- 
manent, and this you can do at home. Putting up pin 
curls every night ana arriving at work on rainy days 
with your hair an arsenal of bobbie pins is just plain 
silly. With a permanent, your set will last. 

Wash you hair thoroughly before a permanent. 
Katherine Potter, who heads the beauty and groom- 
ing department for Proctor & Gamble, suggests that 
you use a detergent shampoo because it gets your 
hair absolutely clean so that the permanent solution 
can penetrate evenly. permanent with an instant 
neutralizer will save time in a secretary's busy sched- 
ule, because the neutralizer makes your curl perma- 
nent instantly, without waiting for repeated applica- 
tions of the solution or drying on rods. You can take 
your hair down at once and set it. Our model's perma- 
nent took only 45 minutes. 

Miss Potter also offers hints you'll find helpful in 
giving yourself a wave. Before beginning a permanent, 
block off your hair in rows for rolling curls, Fasten 
each row with a rubber band to keep it out of the 
way until you are ready for that section. If your hait 
is of uneven lengths that don’t show until you have 
already begun your curl-rolling, place an extra end 
paper over the top of the curl to catch these stray ends, 
and continue rolling. The paper will hold the ends in 
place. 

If you are awkward at rolling back curls, get some- 
one to help you; but with a little practice, you cat 
teach your fingers to “see.” Rely on feeling even sec 
tions of hair. It’s easier than trying to make your hands 
go in the right direction while looking at the back of 
your head in a mirror. 
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1. Betty. though pretty and attractive, wasn’t satis- 
fed with her appearance. Like many girls, she 
knew she wasn’t making the most of her beauty 
assets and decided to do something about it. 


9. \fter a new haircut by an expert. Bettv gave 
herself a home permanent. Notice how she has 
blocked off her hair with rubber bands and hair pins 
to heep it out of the way while she rolls her curls. 


%. When it came to setting her hair, Betty wanted 
sult. loose curls around her forehead. To achieve 
this. she used large wire-mesh tubes purchased in 
the dime store. With these she made three curls at 
the center top of her head (rolling them toward the 
hack) and two at each side (rolled toward her 
ears). The rest of her hair was set in pin curls. 


i. Now for make-up. Betty tried a new liquid pow- 
der base in a soft. flattering shade. She had plucked 
her eyebrows into a smooth. trim arch and empha- 
sized them with a bit of eyebrow pencil. A touch of 
mascara to her lashes, a pretty lipstick, a_ slightly 
fuller curve to her lips... 


Always wind permanent wave curls under. Don’t 
worry, they ll turn up when you set your hair, And 
do take test curls. Some directions say they are not 
necessary; but, if you are particular about your hair, 
atest curl is the best way of seeing just how your 
wave is doing. It is your control over the amount of 
curl, But do trust the directions that come with your 
home permanent, and follow them closely. The timing 
they suggest for loose or tight waves is very accurate— 
in most cases, far better than your own judgment. But 
a permanent is only the foundation for a hairdo, just 
as a length of cloth is only the foundation for a dress. 
Both need styling, and with hair that means a careful 
setting. 


WHEN YOU SET YOUR HAIR, remember that it’s just as 
easy to set it in an attractive style as it is to set it un- 
attractively. LE you don’t know what to do, splurge once 
ina while by going to a “top” hair salon and watch 
What the experts do. 

lf you set your hair in pin curls, be sure to start 
your curl with the very tip ends of the hair strand. Do 
uot place your finger next to your scalp and wind your 
hair around your finger. Such a method puts the tight 
curl next to your head and the looser part of the curl 
at the hair ends—just opposite from the way it should 
be. Keep in mind that finished curls should look like 
little snails, coiled smoothly with the hair ends at the 
center. 

For newer hairdos—those with loose, casual curls, 
use large wire-mesh curlers on the front hair. You can 
get them at the dime store. Hold the hair strand up 
at right angles to your head, press the hair ends flat 
































AND SEE HOW PRETTY SHE IS! 


against the curler, and roll the strand back from your 
forehead. Two or three hairpins stuck into the mesh 
tube holds it tight until your hair is dry. Our model 
rolled three of these curls on the center front of her 
head, with two more at each side rolled toward her 
ears. The rest of her hair was set in pin curls. Always 
dry your hair in a net, pulling the net tight over your 
curls to keep them from slipping out of place while 
they dry. 


THOUGH HAIR IS YOUR ONLY FLEXIBLE FEATURE and has 
most influence over your appearance, make-up and 
clothes must be considered, too. The modern trend is for 
“underdone” make-up, a completely natural look, with 
lighter lipstick and clear skin. But achieving this nat- 
ural look often requires quite a bit of doing and the 
use of powder bases, eyebrow pencils, mascara, and 
other basic beauty aids. The proof of perfect make-up 
comes when someone who knows you well remarks 
that you look extra special—instead of asking when you 
started to use eyebrow pencil. And, if current fashions 
in make-up do nothing for you, don't follow them. 
Conservative make-up that makes you prettiest will 
always be fashionable. And the smart girl will use ev- 
ery trick in the cosmetic books for emphasizing her 
best features. She'll change lip lines slightly, smooth 
eyebrows, use mascara, even eye shadow if she can use 
it so that it doesn’t show. It’s the all-over appearance 
that’s really important, not any one feature or Cos- 
metic. 

Betty, our model, was pleased as punch with the 
improvement in her appearance. It’s worth a little ex- 
tra. isn’t it? A girl owes it to herself. 
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Patterned for 
TODAY’S SECRETARY 


Simplicity patterns are available at most variety and department stores, 


4525—A cheery pick-up for your winter wardrobe might be this 
smart two-piece suit dress with its perky cuff pockets. Make the top 
in stripes or checks, the skirt plain. Sizes 11 to 15 or 12 to 18; 35 
cents. 


4498—This go-everywhere dress is tailored so trimly that no one 
will guess you made it yourself. You'll like its figure-flattering hip 
pockets and the freshness of the detachable collar and cuffs. 
Sizes 12 to 20; 35 cents. 


1506—Directions for making the pony-tail hat worn by the seated 
model. the button-trimmed pixie cap. and the fold-over clutch bag 
are contained in this one pattern (35 cents). None of them is 
hard to make; all are fun to wear—or to give as gifts. 
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{ plain outfit looks extra special when you add a pretty 
belt and Garay's scalloped belt 
the overlay of scalloped brown suede tops bronze patent 


a smart purse. For instance. 


leather. Also available in gray suede and gun metal; $6.50. 
The Garay purse is made of Garazelle (sueded double- 
woven cotton). in pouch style. with smart tortoise-shell han- 
dle: $7.95. plus tax. At Bloomingdale's. New York; 
Filene’s. Boston: Carson Pirie Scott. Chicago; L. S. Don- 


Minneapolis. 


aldson. 





“Midas touch” 
ol-gold styling. 


handbag has gold-finish trim and chest- 


Designed by Ronay, it is available in calf or 


suede. Priced about $10.95, plus tax. Colors—black, brown, 
navy. At Bonwit Teller. New York; Jelleff's. Washington; 
the Highee Co.. Cleveland: Stix Baer & Fuller, St. Louis; 


H. Liebes & Co.. 


San Francisco. 


There’s nothing like a velvet belt to add drama to a sim- 
ple dress. For at 
glitter—in this case. 
the buckle. The 
black. or 
and San Francisco: 
Shops. Detroit. 


after-five glamour, we suggest a touch of 
a simple circle of rhinestones surround 
belt 1s, inches 
brown velvet. $2.98. 


Marshall Field's, 


is in 
York 
Healy 


wide and comes 
At Macy's. New 
Chicago; D. J. 


navy. 
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64 PAGE CATALOG 
Over 320 Smart Fashions 
| 24 Pages in ey | Color 
The style shown a 

an example of the excit- 

ing fashions in the latest 

Lana Lobel! Fashion Cat- 

alog. Shop in the comfort 

of your own home.. 
famous Lana Lobell way. 
} Send 25c for latest 
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WAIST WHITTLER . . . In RAYON-NYLON $ 95 
with the LUXURY LINEN LOOK == 


Spring classic with a new twist. Cute corselet 
waistband lattice-tied for the tiniest waist. 
In RAYON-NYLON LINEN, accented with 
white linen double collar and cuffs. Full 
shirred skirt ... shoestring tie at the neck. 
Completely washable and easy to iron. 
Powder blue, pink or navy. Sizes 7 to 15, 

8to 16. $6.95 








ORDER BY MAIL — USE THIS CONVENIENT COUPON 
SATISFACTION GUARANTEED OR MONEY REFUNDED 
LANA LOBELL, HANOVER, PENNA., DEPT. TS-3 


PLEASE SEND ME_ “WAIST WHITTLER” DRESSES 


ove is 


.the 
AT $6.95 EACH. SIZE 


fashion catalog. 


COLOR .2ND COLOR 
, ) NAME - , oe 
3: Kon 
ADDRESS . — 
CITY _ ZONE STATE 


Good tip: Prepay your order and save C.0.D. charges 
C) Payment enclosed. Add 25c for postage and handling 


[) C.0.D. Enclose $1 deposit on all C.0.D. orders 
[1 | am enclosing 25c for Latest Fashion Catalog 
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TROUSSEAL | 


for as little as 


$<P00 


a week! 


Our easy club plan 
helps you acquire a 
complete set of luxurious 
linens, all color coordinated 
and custom monogrammed to 
your order! You'll choose from the 

finest quality, top brand merchandise: 


Silky Smooth PEPPERELL PERCALE Bed Linen 

Soft, Warm, All Wool NORTH STAR Blankets 

Thirsty CALLAWAY Terry Bath Ensembles 

Luxurious IMPORTED Table Linens 
AND LOTS MORE. 


There are no payment ‘‘deadilines’’ to 
worry about, no financing charges of 
any kind. Our tremendous purchasing 

power actually saves you money! Wm 


Find out mow how the 
Linen Trousseau Club can 
help you own the linens 
you've dreamed of .. . 
write for our free illus- 
trated booklet, and 
news of special free 
gifts to members! 









Mason de Hinge Dept. T-1 
405 Greenwich Ave., Greenwich, Conn.t 
[_] Please tell me how | con stort my | 
monogrammed Linen Trousseav for 
os little as $3.00 ao week on the | 
club budget pion. 

LJ! enclose $3 os first weekly payment. | 


Nome 
Address 
City Zone State | 








here 


is a wonderful new system of 
picking up your shorthand speed 
in a hurry with loads of specially 
selected shorthand dictation on 
phonograph records in all speeds. 


Send for free descriptive literature 


DICTATION DISC CO. 
P.O. Box 637 Church St., New York, N.Y. 














Only by KILLING THE HAIR ROOT can you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 


and social happiness. Do not use our method until 

you have read our instruction book carefully and 
learned to use the MAHLER METHOD safely and 
efficiently. Used successfully over fifty years. 





MAHLER'S, INC, Dept. 85-A = PROVIDENCE 15. R. I. 








Don’t Be Sorry ®@ Play Safe! 


TODAY'S SECRETARY CANNOT assume 
responsibility for currency lost in the 
mail. If you register letters or packages 
containing currency, Uncle Sam will reim- 
burse you in the event of nondelivery. 


You can also send a money order or 
check for even small amounts, or buy 
Gregg Awards stamps to send with your 
test papers. 











40 








Gly GOES 
SHOPPING 





Charming Alarm. If one of your New 
Year's resolutions has to do with getting 
weve seen the cutest 
litthe alarm to help you live up to your 
petite clock, 
only four inches high, an attractive re- 
American clock. 
The Minuet comes in lovely decorator 


to work on iime, 
good mntentions ts a 
production of an early 
colors: carnation pink, flame, leaf green, 


middy blue, sky blue, lemon-peel yel- 
low. Has polished brass trim and dis- 





Made and 
guaranteed by Ingraham. Gift-boxed (in 
case vou want one for a friend, too), 
$4.95 including tax. Sold at Macy’s, 
New York and San Francisco, and lead- 
ing departinent and drug stores through- 
out the country. 


tinctive Roman numerals. 


Knitting Pretty. Here’s a smart leather 
and tweed knitting box that is highly 
stvled with the same details found in 
expensive handbags. It is made of dur- 
able split cowhide with tweed that is 
sturdy, scuffproof and waterproof and 
is stvled with smart brass fittings and 
luxurious, silky gold lining. Designed 
with a flat back for carrying comfort. 


x 


pe 





Nice to have, nice to give to your knit- 
ting friends. In black, red, or ginger; 10 
inches high. $3.95, postpaid. Send check 
or money order to Pasco, Box 115, 
Dept. 7, Tenafly, N. J. Be sure to speci- 
fy the color you wish. 
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It’s Leather. Leather is fashion news 
in accessories, and your favorites will 
be these earrings and matching wide 
bracelet of golden-brown pigskin. The 





bracelet’s a full inch wide, and the ear- 
rings are an inch in diameter. Priced 
right for an after-Christmas budget: 
earrings $1, bracelet $2, the matching 
set $2.95, tax and postage included. 
Order from Charmand’s, 4353 Lovers 
Lane, Dallas 25, Texas. 


New Cape from Castoff Furs. If 
there’s an old fur coat in your closet— 
one too shabby for anything but rainy- 
day wear—or a dowdy coat kicking 
around the family because it’s too obso- 
lete to be 
skins—take 


seen in but still has good 
heart. You can have this 





castoff transformed into a_ beautifully 
styled fur jacket or cape for only $22.95. 
Shown here is only one of the many 
smart styles that Morton's expert fur- 
riers can create from an old fur coat. 
Write for free brochure with pictures 
and complete details. Morton’s, Dept. 
T-7, 312 Seventh Street, N.W., Wash- 
ington 4, D.C. 


For a Really Clean Face. It will be 
clean and will feel clean when you 
cleanse your face with the Primrose 
House new Deep-Pore Cleansing Cream, 
which combines a new cleansing method 
and a special dirt-loosening ingredient 
that whisks off dirt in one application. 
You apply this cream just like any other, 
but then you dip your fingers in warm 
water and massage as the cream turns 

(Continued on page 4) 
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SANUARY COMPETENT TYPIST TEST 


To compute speed note the nun 


her indicated at the end of the last line 


speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. 





Words 


Before looking for a job, you should 
take an inventory of your skills and 
your personality to determine whether 
or not you are employable. 


To be employable you must be ableto 35 whether you will work to the best of 
work with other people, and you must 43 your ability after you get there. If you 
have developed character. You can _ 50 fight the alarm clock, are inclined to 
readily see that no employer is going to ‘58 find excuses for your conduct, and can- 
get rid of satisfacotry workers in order 66 not see why it is essential to finish to- 
to make room for you; therefore, you 74 day’s work today, the chances are that 
must fit in. You may not consider some 82 you cannot be depended upon to do a 
of your prospective associates as per- 89 creditable piece of work. 
sonal friends, but you will need totreat 97 An employer will also expect you to 
them courteously enough so that they 105 take a certain amount of responsibility 
accept you as one of the team. It would 113 —not for running the business, but for 
be better still if you were so agreeable 121 your own actions. In hiring a young 
that they enjoyed having you around. 129 person, every employer knows that mis- 

All through your school days you 135 takes will occur, but he expects the em- 
have been building character—those 13 ployee to learn from his experiences 
traits that make you what you are. The 151 and not to make the same mistakes 
employer will want to know whether 153 again and again. Can you take the blame 
you can work steadily and cheerfully 165 for a mistake as well as praise for satis- 
and without constant supervision. Some 173 factory work? Or do you shift blame on 
people work through fear of losing the 181 someone else, or make excuses? It isa 
job or fear that someone is checking on 189 fine thing to be able to say that an em- 
them; others work because they feel an 197 ployee’s word is as good as his bond. 
interest in the success of the business, 205 Then there is the matter of appear- 
because they want to learn all they can 213 ance. This requires more consideration 
about it, and because in conscience they 221 than merely putting on your hat and 
want to earn their money. The former, 229 coat when you start out. School clothes 
considering only themselves, do just 236 are likely to be casual; but, when you 
what they are told to do and sometimes 244 select business clothes, you must con- 
even do that rather reluctantly; the 251 sider whether they are becoming and 
latter work willingly and earnestly 259 smart. Above all, they should always be 
whether they are supervised or not. If 267 clean, fresh, and well pressed; and their 
there are slow periods in the business, 275 color and general effect must be right 
they discover things that need to be 282 for you. Though some people believe 
done and, when it does not interfere 289 that an employer is not interested in 
with other workers, go ahead and do 297 your appearance, most employers feel 
them without being told. It is not hard 305 that if an individual is careless of his 
to guess which kind of employee the 312 person, he is likely to be careless in his 
employer is looking for. 317 work. 

(If necessary, repeat from the beginning to complete a ten-minute test.) 
SS I Ae he eee ee Ee ee 





you copied completely and add 1 for each additional 5 strokes typed. To get Bross 


Words 


He will also want to know whether 
you are dependable—that is, whether 
you can arrive at his place of business at 
the appointed time every day and also 
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324 
331 
340 
348 
355 
363 
371 
379 


395 
402 
407 
414 
422 
430 
438 
445 
453 
460 
467 
475 
483 
491 
499 
507 
515 


522 


576 


592 
599 
607 
614 


631 
632 


S 





TRANSCRIBING SPEED PRACTICE 


rial below is the same as the C.T. Test across the page, and it is provided so that you 


can test and compare your speeds of ft ping from print and 


from shorthand. Compute your rate on this word-counted material in the same way you do when typing the C.T. 


31 4 
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CARL SANDBURG 


poet and biographer — one-time secretary 


BY ELSIE L 


CARL SANDBURG, - tx” seattin, allt. 
uw oC $ oa. — ee 2 — 
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How fast can you read shorthand? You can probably speed through this page, which is based on chapters Nine and Ten of the Manual. ‘This 


EFFINGWELL 


=- 
- 





cy7° & 7 
am” hw dan 


4 _— 9D . 








ga MO a nh 





> Sandburg's poetry 7 W\— 


ae , ea 


Bi Tn a ee 


(388) 


material is counted in groups of twenty “standard”? words each, so that you can estimate your reading speed. 
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Something New | MATERIAL FOR OAT TESTS 





for Ne WwW Year SENIOR OAT TEST 


Part 2 


l MAY look a bit tough in this 
rough,” but once you _ read _ it 
arefully and get into the tvping of it 
ull find vourself with only sixteen 
s of copy to be placed on that | 
oh Lights page for the Senior Test. 
trick is in reading the directions 














y carefully before you start typing. | Fay Zz fea, 
\ssume that vou are secretary to | “Net Lables Ci SY S 
e chairman of the Board of Di ) 7 5G, 056 Cli, ptr 
ors of XYZ Corporatio t oO 

a tol ? | rporation of your | Geer yee md tr 2 


worite big city (you to supply the 


N dress) and that it is annual report | CISD 1 eYp 


—_ Ttime at vour office. Your buzzer 
ounds. Chairman Russell wants you ice 
to take a letter To the Stockholders, 


nd to type a draft of it for Susan to ey y 19 $ 2 

uplicate. He wants to send a copy “2072 Jo ————e— an 

fit and the vear’s High Lights to all iy , } f ? +, § 34, 37? 

re! the Board members and officers, the 44 6,¢2 ? ~o) 
~ LFinance Committee, and the Branch 1(Gs7 = 

4 wnagers without keeping them wait- 14S 7 3,YG Si/ — C10. eo ete 

nw 





¢ for the printed report. Use plain 


ern 

iper—not a letterhead: and just tvpe Sucovua antl B/ 059, pcs Cig. 2G } 

he company name and address and C324) 
ate at the top—no inside address. arr 


Sign it with the president's name (you Lat =_ /,G/0, a aaa C4. 99) 


to supply it) and Russell's (you to sup- 


ly his initials) For Board of Directors. (%¥2 al /3¥G O6€¢ 5 ) 
—% And here Chairman Russell dictates ) / 5 
theletter gicenas the Junior Test copy.) het Fico s (q ‘3 4952 T9IS3 “G37 
\ 
You SENIOR-AWARDS CANDIDATES are to 1,01 ps7 1,193,307 LE 06 Os? 
JS pe this letter, too—as Part I of your LP Alon. 34 37 O ~~ 
>-6o 


January test. Then, as Part II, type 


p Mr. Russell’s notes as a four-column Qinchihs A Cys” (36 Feus Sav BE YS [Zo 

















—“ table, which Susan is also to duplicate abla Jo 
to be enclosed with the letter / ss 2.0 


ma Read this rough draft all the way 


trough first, to be sure vou under Or fA3 Ketaieedk 
nd how to set up the table. Don't 
vet to include the company name 4 3 3 


Pa 
YW YZ Corporation and Subsidiary Com- Pe, 724 C7. 1) (4S S/ <= t, /¢o rere 7 
P 











ies—and to make anv changes p-7-o- 
eded. The price per share should be : qs seal 5 YE, 173 poze 
tered : | : : Rein ———— Jj 

red in the column: but, remem 





A ver, the rest of the figures must be (ve 
» > laced so as to keep the hundreds and JUNIOR OAT TEST 
usands in line in each column. 
7 heck and double check. too, to see acted e Lh te te, ae ated ewer re mr Hd 
a t you are putting the figures in the iN . 
fit vear’s column. Herein is submitted a page of has been made, nevertheless, in 
; If vou feel ambitious. vou mav High Lights of the Year, which will effecting economies, and the divi- 
mt to rule vour table—but that is give you a quick picture of your dends paid have been maintained 
4) tirely optional. It would be interest- | Company’s operations for 1953 in at $2.00 a share. Efforts in this 
¢ to have vou report at the top of comparison with the two years direction will be actively con- 
~ ee ur papers the length of time it takes previous. (Paragraph.) Sales were tinued: and, with the lessening in 
A" seniors for each part of this the best in the history of the Com- manufacturing costs and the an- 
ouble-barreled” project. — Perhaps pany—even after taxes—showing ticipated large increase in sales 
me Classes mav make a real produc- a gain of $315,563 over 1951 and that will follow the introduction 
On iob of it, duplicating the letter $1,472,338 over 1952. Profits, how- of our new machine next month, 
id report sheet—even addressing en- ever, were again affected adversely the picture for 1954 is decidedly 
al. This Felopes (about 100) to “pretend” of- by increased manufacturing and encouraging. (Paragraph.) Th 
‘ers and managers. But, of course, distribution costs, as well as high complete report will be ready for 
Sis not part of your January test.] tax rates. (Paragraph.) Progress the mails in the next ten days 
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Mostly Office Lingo 


BY NELL BRIGHTON 


| OW MANY of the words be- 


low can you define? Check 


your choice of definitions against 
the answers at the end of the col- 
umn. Our choice may surprise you; 
but consult your Dictionary be- 
fore you dispute us. 


‘TRANSCRIBE (a) To write across 


(b) To copy 


(c) To interpret 


CAPiTOL (a) Money 


(b) A large letter 


(¢ A statehouse 


ABSCOND (a) To steal 


(b To hide oneself 
(Cc To juggle book- 
keeping entries 


CALCULATOR (a) An adding machine 


(b) A person who keeps 
books 

( \ machine used to 
multiply, divide, 

add, or subtract 


\ALANUENSIS a) A manicurist 
(b) A stenographer 
(c) A disease of the 
hands 


Typewriter (a) A stereopticon 


b) A word once used 
to mean “typist” 


(c) A scholium 


AGENDUM (a) Routine directions 


to agents 

(b) A program of work 
to be done 

(c) A government in- 
spector 


Macnuinaror (a) A plotter 
(b) A typewriter re- 
pairman 


“ 


An adding-machine 
operator 


Receprionist (a) A society leader 
who. gives many 
parties 

(b) Member of a recep- 
tion committee 

(c) Office employee 
who meets and di- 
rects the public 





‘2 Ystuondeadsal ‘D*IOPULYORUL “gq “WINpUISe 
“q ‘toyuMod 4} fg ‘stsuonurure £9 “IOPL[NIPVO 
“q ‘puoosqe fo ‘joyideo fq ‘oquosuvy Lay 
18 


TESSIE GOES 
SHOPPING 


(Continued from page 40) 








into a white fluffy emulsification: Tissue 
off and follow with a warm cloth wring 
out. The cleanser is non-greasy and 
contains no soap or detergent to rob 
winter skins of their natural oils. Faith- 
ful use is said to aid in removal of 


blackheads. $1.50. 


Paper Rainbow. When it comes to 
writing thank-yous—or choosing pretty 
paper as a_ gift—there’s nothing like 
Eaton’s Moodmatch paper. Five lovely 
tints of fine letter paper are arranged 





rainbow fashion, with matching enve- 
lopes below, in an exquisite brocaded 
box. There's a surprise topping—a sup- 
ply of white informal notes for “quick- 
ies.” Fitts club-size single sheets live 
intormals, 35 matching envé lop s: $2.50, 


at line stores every whe re. 


A Clever Number. Here’s an unusual 
compact with a telephone-dial face. 
There's a littl space 1n the middle 
where vour number or initials can be 
engraved to hint to certain parties that 
its time they called more often. Mace 





of baked enamel on gold finish. it’s 
available in) black or assorted colors. 
Price is $1.98 postpaid, plus fitty cents 
if vou wish it engraved. Order from 
Terry Roberts, Dept. T-8, 116 East 
53 Strect, New York 22 

New Look for Old Leather. Have 
some of your leather purses and_ belts 
begun to look tired and = smudged? 
There’s a new liquid leather polish, 
Schultz-Instant “Shine Magic” that 
makes it possible to perk them up and 
give them a like-new shine. Belis, gloves, 
brie| Cases, books, sporung Gor Ss, Shoes, 
luggage are only a tew of the articles 
that will brighten under this beauty 
treatment. Any leather except suede, 
any color except white can be renewed 
easily. Shine Magic dries instantly, 
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wont rub off on clothes. Priced at 
50 cents. Look for it in dim stores 
and department stores. 


Down with Fog! We've just heard 
about a product called Klear-Glass that 
is designed not only to clean glass sur- 
faces of all kinds but to keep them clean 
and prevent fogging. If you drive to 
work, Klear-Glass can keep your wind. 
shield clean and clear under window- 





fogging conditions for as long as a week 
with one application. It can clean win- 
dows and mirrors and k ep thom from 
steaming up (wondertul for bathroon 
mirrors). In addition, there is a special 
applicator container tor those who wear 
glass S: Ol ippilcawdon ind Vour lasses 
stay clean and condensation-prool 


dav, reports the Buckley Corporation 
which manufactures the product. A 14- 


ounce squecze bottle is Sl: the purse- 


size plasti applicator tor eye zlasses is 


only 49 cents. Mail order from Amy 
Abbott, Inc., Box 306, De pt. TS-6 
Radio City Station, New York 19. 





Words 


Key to teasers on page 26 
SPELLING MISHAPS 
1. athletic; 3. similar; 4. privilege; | 


accidentally; 8. nickel: 10. accommodat 


ABBREVIATION PROBLEMS 


i. « apitalize No.; 2. doctor; 3. James 


4. Miss (no period); 5. South America. 


Monday: 6. mountain: 8. Streets; 10 


D.A.R. (one period only at end of sentenc 


COLORING YOUR SPEECH 


Suggested substitutions: 1. trudged 
meandered, plodded, marched; 2. agree¢ 


proniise d. suggest d: 3. re alistic > feasible 
practicable, effective; 4. shortsighted 


unwise, antagonistic, out of date; 5. prove, 


indicate, point out; 6. cottage, cabin 
shack; 7. path, lane, road, trail; 8. spie¢ 
glimpsed; 9. gobbled, downed, wolf 
10. graceful, delicate, exquisite. 


KNOW YOUR ROOTS . 
Suggested built-up words: 1. telegrap! 
stenographer, bibliography, phonograp® 
2. conduct, deduct, induct, produce; 
spectacle, inspect, aspect; 4. phoneti 


telephone; 5. finite, define, definite. 


TAKE A NUMBER te: 
1. 1700; 3. 80 cents; 5. twentieth; ' 
2-quart; 8. In 1951, 150; 9. 10s. 
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the Test 


LEARNING THE HARD WAY 2~ ea 
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DOG DAYS 


(Continued from page 30) 





Manager 
Bonnydale Kennels 
Lomond Park, Indiana 
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Mr. T. H. Winwood, Sr. 


980 Laurel Terrace 
Benton, Illinois 
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Mr. W. Q. Mason, Manager 
Bil-Tite Construction Company 
Benton, Illinois 
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Classified Section 
Benton News-Herald 
Benton, Illinois 
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ABOUT EMPLOYEE 
GRIEVANCES 


(Continued from page 17) 











his job. Just a sympathetic discus- 
sion will often get the person back 
on the right track. 

The supervisor who knows what 
her people are doing will not re- 
ceive the complaint prevalent in 
so many departments, *We are 
overworked while others have 
scarcely enough to do.” Miss Gillis 
sees that more than one person 
knows how to perform the major 
jobs so that, in case of illness or 
rush work, doubling-up can be 
done. 

While it is not company policy 
to excuse people early from their 
jobs, Miss Gillis often permits those 
taking night 
short time ahead of the rush hour 
so that they are able to make their 
classes on time. Invariably, these 
girls come to work early the next 
day to show their appreciation, 

One day, when Miss Gillis heard 
several men addressing people in 
her department as “Say, Girl—you 
there in the first row,” she decided 


courses to leave a 


to have name plates made for all 
the members of her staff. She knows 
that being called by name is an im- 
portant morale booster. No one 
wants to be called “Say, You.” 

As is so often the case when one 
does a superb job, Miss Gillis is 
being promoted to a larger depart- 
ment (thirty-four girls) that has 
many trouble spots. She knows that 
she will not be-able to do a good 
job without assistants. She knows, 
too, that the more complex the 
work of the department, the more 
assistants she will need. It is much 
easier for one person to supervise 
twenty people doing the same kind 
of work than twelve doing different 
kinds of work. 

Miss Gillis will make each of her 
assistants directly responsible for a 
certain number of girls. These girls 
will receive their instructions from 
the assistants so that there will be 
no conflicting directions to cause 
more grievances. The assistants 
will report to the supervisor, who 
will keep her fingers on the pulse 
of operations—she will still talk 
with all her people and will really 
come to know each one of them. 

Supervisors like Miss Gillis will 
always be prepared for any ei 
ployee grievances that arise. 
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SECRETARIES TO J. PETER GRACE, JR. 


(Continued from page 13) 


—__— 





over a gas burner, and nibble as they work all the 
cake, cookies, and candy they want. Their most diffi- 
cult office was probably the front seat of a small Euro- 
pean automobile negotiating rutted roads between 
France and Germany. At that time, Eleanor Harms 
drove and Adeline Kessler took dictation. All agree 
that the noisiest office, without doubt, was a hangar 
at La Guardia Airport where secretary Dorothy Mc- 
Andrews astounded a Grace team with her cool ability 
to take two hours of straight dictation despite the 
thunderous chaos of newsreel photographers, police 
escorts, and a throng of some 200 persons who had 
come to see the president of Ecuador off. When the 
plane was delayed, Dorothy and Mr. Grace made 
good use of the time despite the locale. 


TIME IS AN IMPORTANT FACTOR in the activities of these 
girls, because time is extremely vital to their busy boss. 
Part of Peter Grace’s phenomenal success as an execu- 
tive can be attributed to his economical use of every 
moment. He is a dynamo of energy, never tiring, su- 
premely efficient, actually enjoying the terrific pace 
he maintains. On trips or in the home office he never 
loses al second. 

Although Mr. Grace lives a good hour’s ride from 
the New York office. he 


tine. Each morning, on the way to work, his chauffer- 


makes full use of his travel 


driven car stops to pick up Eleanor Harms, whose 


home is only a few miles from Mr. Grace’s Long Is- 


land residence. Eleanor pulls out her shorthand note- 
book as soon as she is settled in the car. and Mr. Grace 


begins his jet-speed dictation, which continues 
throughout the ride to the city. In the evening, the 
girls take turns receiving dictation on his homeward 
ride. After letting Mr. Grace off, the chauffer then 
drives the secretary home. Some of the girls live in the 
eact opposite direction, but they do not mind their 
roundabout commuting. It’s all part of the job to them. 

“Mr. Grace dictates every inch of the way and really 
gets a lot of work accomplished while commuting,” 
explained Doris Hopkins, one of Mr. Grace’s extreme- 
ly capable secretaries. “He can turn out more work 
than any man I ever saw!” 

Another of Mr. Grace’s timesaving devices is com- 
bining emergency shaving and dictation. He keeps an 
electric razor in his desk, and he can dictate at a 
smooth and speedy rate even while he shaves! (His 
secretaries have ascertained his dictation speed as sel- 
dom dropping below 150 and often going faster— 
much faster. ) 

Yet, despite his driving efficiency and capacity for 
hard work, Mr. Grace is a very jovial young man. He 
witty (joking constantly) and always considerate. 
And he is conscious of good clerical performance, 
“Ppreciative of the plus quality that a secretary can 
put into a job but that most executives fail to observe. 

One of Mr. Grace’s secretaries, Ann Atsaves, is a 








Spanish-language specialist. Although she is a Brook- 
lyn girl and not of Spanish extraction, she can take 
dictation and transcribe it in Spanish as well as she can 
in English. She gained her command of Spanish in 
Erasmus Hall High School and in the Latin-American 
Institute in New York. Ann’s province is any problem 
where bi-lingualism is needed, translating cables or 
preparing Spanish correspondence. Twice she was 
temporarily assigned to help public relations units 
guide large groups of Latin American businessmen 
around the United States. 
Grace employees had a special train and showed the 
fifty or sixty visitors around the principal cities of the 
United States and Canada. Ann is, naturally, a most 
valuable member of Mr. Grace’s team on South Amer- 
ican trips. 


On these two occasions, 


The paper work upon which each trip is based is. in 
itself, a major problem in luggage. The traveling office 
is contained in leather bags. Mr. Grace has his “study” 
bag (filled with outlines of all the problems he must 
and at least two other bags 
bulging with work that he plans to get to if time per- 


handle on the journey ) 


mits. Each secretary has, in addition to her portable 
typewriter, an attaché case in which she carries spe- 
cial files, memo pads, and stationery. Other members 
of the mission—executives. engineers. or specialists of 
one kind or another—each has his own portfolio. It is 
the job of the secretaries to see that this leather-bound 
office is organized before each journey, that it gets on 
and off planes, and that it is kept up to date during 
trips. 

“working luggage into 
the cabin of the plane. While dictating, Mr. Grace 


holds his “study” bag in his lap. referring constantly 


One problem is getting the 


to documents filed in the portfolio. The secretary must 
have her brief case, as well as her steno pad, handy. 
After the shorthand “take.” the secretary returns to her 
seat and transcribes on her portable typewriter, using 
her lap as a desk. 


THE HOME-OFFICE SYSTEM that supports these traveling 
operations centers in Dorothy McAndrews and Doris 
Hopkins, who provide a central exchange for all move- 
ments of the traveling team. No mean travelers them- 
selves, so far as secretarial miles are concerned, they 
can appreciate from experience the problems of their 
traveling teammates. These girls keep Mr. Grace con- 
stantly apprised of the problems accumulating at his 
desk (by daily letter, cable, or telephone call) and 
forward copies of all important messages and letters 
received. They are aided by other secretaries not 
traveling at the time. It might be added that there is 
no first secretary among the girls, but all hold down 
well-defined posts like members of any well co-ordi- 
nated team. 

The long hours and frequent pressure under which 


all these girls work is amply compensated for by the 
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A Time-Saving “DUX” 
On Every Desk 


Precision 
Pencil Sharpeners 


speedily sharpens: 

Fat pencils, slim pencils, soft leads, 
hard leads, Repoints crayons and 
chalks. 

Available at all leading Office Sup- 
ply & Stationery Stores. 
Exclusive Distributor 
Fred Baumgarten 
675 Cooledge Ave., Atlanta 6, Georgia 








SPECIAL MEMO: 
TO ALL AMBITIOUS SECRETARIES 


NO $ $$$ FOR YOU SELLING 
EXPERIENCE 


Nadine, | PULMsMtHe 


Requiked: _| EVERYDAY CARDS 
And you'll discover Sunshine’s many other exclusive box 
assortments, including the Deluxe 21 Card Everyday Assort- 











ment sell on sight! Organizations: Write for the Famous 
Sunshine Fund Raising Plan. To start earning Big Money at 
once, write for Samples on Approval, FREE Illustrated Litera- 
ture and complete details: FOR 


SUNSHINE ART STUDIOS, Inc., Dept. TS-1 a | 





Springfield 1, Mass. — Pasadena 3, Calif. 
(East of Rockies address Springfield Office) 








SECRETARIES TO PETER GRACE 


(Continued from preceding page) 





opportunities they have to visit exotic lands and meet 
interesting persons. The secretaries have shopped for 
bargains from Paris to Peru. They have chatted en 
route with such distinguished South Americans as Galo 
Plaza of Ecuador, with such American administrators 
as Eric Johnston, or with international figures like 
Madame Pandit, now president of the U. N. General 
Assembly. One secretary, Irene Masterson, blinked 
twice to find herself assigned a seat on a Trans-World 
airliner beside Bishop Fulton J. Sheen. 

“TWA, indeed.” observed that eminent and genial 
churchman, “Travel with Angels.” 


THE GIRLS ARE QUITE CONVINCED that there is no job 
quite like theirs in the whole world. And, having seen 
so much of the world, they should know. Somehow, 
the world gets to be one vast city with tropical gardens 
and Scandinavian seascapes as suburbs, and the whole 
experience some huge dream. Eleanor Harms finds 
herself making constant geographic checks. She may 
wake up some morning to say, “Let’s see, Adeline, 
we're in Stockholm. Now in this city. . . .” 

“For heaven’s sake, Eleanor, this is the hotel in San 
Francisco. We crossed the ocean, and we crossed the 
continent—remember?” 





MINUTES BY THE HOUR 


(Continued from page 6) 








tine meetings. If the “big boss” is on his toes—and he 
generally is—he will call your attention to these very 
special statements or discussions. 

Your primary aim, however, is to make a summary of 
the important facts, figures, comments, criticisms, pro- 
posals, and motions, with the names of the people 
responsible for them—plus a complete list of all those 
present. If more can be assembled than is absolutely 
essential, it will surely please your boss and will give 
him a much broader basis from which to prepare his 
final report. And, if a good portion can be taken ver- 
batim, so much the better. 

Occasionally, the speakers distribute mimeographed 
charts to supplement their talks. These should be 
collected and attached to the office copy. When re- 
ports are prepared in advance, especially when they 
are very detailed and bulging with figures, the speak- 
ers will sometimes voluntarily give their copies to the 
recording secretary. If they do not, and there is some 
question about any section in these reports, you should 
ask for copies of these reports: Where notes are not 
used, the speakers are most co-operative in repeating 
any data the secretary may have missed, if only she 
will ask them ( during intermissions, that is ) 


SO FAR AS THE STYLE of the typewritten final report is 
concerned, a careful study of minutes already in the 
files will give you a pattern to follow and will also 
bring out any minor variations in style that may be 
used in your particular office. 

Your boss knows good minutes are important, so you 
can take heart in remembering he would not have had 
you report the meeting if he had doubted your ability 
to do it. There are so many sources from which you 
can draw to verify or supplement your notes that 
it would be rare, indeed, for any competent secretary 
not to be able to take a set of minutes that is really 
worth preserving. 

Just one more point. Because some of these meetings 
are confidential, and because a few of the discussions 
are meant only for those present, you must use ever) 
discretion to avoid divulging any of the information 
presented. 

Taking minutes is exacting, but it is also very inter- 
esting. The hours I have spent recording the discus- 
sions, controversies, hopes, disappointments, and pet 
sonal thinking of men who may justifiably be called 
master minds in their field have provided a worth: 
while study in business relations and psychology. I am 
sure most other secretaries who have reported conter- 
ences feel the same. These personal advantages count 
erbalance the additional effort involved. If any of yo 
still frown at the thought of taking minutes, you would 
do well to prepare for it as another one of your possible 
duties and to regard it as a challenge worth meeting g il 
you aim to broaden your background as a secretaly 
and as an individual. 
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ry Tc E. Since Topay’s Secretary has with Ball-Pen Point 
vavs placed emphasis on the key role 
of 1 play in industry, we often stop to 
nsider just how industry has paid back 
‘0- s debt in work aids. What new meth- 
le s have been developed to make. vou 
se tter satisfied with your job? What new 
chines are on the assembly lines to 
ly chten vour fatigue and promise greater 
ve uracv? Not onlv those in the six-figure 
his Id. but the smaller tools to he Ip you on 
r wav, the ones ordered without end- 
ot sy red tape and detailed requisitions. 
ed { Tally for Tea Parties. On our desk NO MESSY 
little red book that will climinate PASTE POTS 
be nv « secutive headaches With Mmcome NO STICKY 
re- ‘ cle luctions allowabl for entertain- booklet detailing its advantages Is yours FINGERS 
er nt expenses, Mr. Jones must now know from the Weber Addressing Machine 
’ what. where. and why of such ex- Company, 200 West Central Road, Mt. 
ak nses. This is the new “Taxwise Tele- Prospect, Illinois. | 
the ne-Engagement Handibook.” and it Glu-Pen, new secret formula adhesive 
Kleen Hands. Kleen-All is all that its in ball point dispenser with throw. 
me name implies. For hands, grimy and away cartridge and dispenser head 
uld ink-stained from = various copying proc- replaces old-fashioned pnssen, 
not esses, ribbon stains and ball-point pen ee ee ctnald apres. 
ing bluings, it comes as a_ blessing. Since a avey pena pobeng ssy. $1.79 
lanolin is an ingredient, even the washing write eneeeniaitin Netti tate, 
she itself is beneficial, leaving the hands soft log of other Time and Money ‘Savers 
, is well as clean. Kleen-All is made to be 
used with water. Rub a little between Herald Sales— 
your fingers and rinse your hands with | 
rt Is warm or cool water. Lather forms and the | oF y 
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kes good reading around the Ides of faintly scented. Comes in 64-ounce (about | 
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a tributions made, taxes paid, domestic Sales Office, 220 West 42 St., New York. 
lity payroll figures, and medical CXPCHses, 
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that 982 for appointments is particularly if ssional tool, designed to save your eyes 
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Accommodates all widths of copy from a machine 
| tape to 20 inches. 
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f yOU Ban “automatic name advancer,” and an | 20 
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itches, and small businesses. A free 568, Lansdale, Pennsylvania. RITE-LINE CORP. Washington 5, D. © 
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so I said to the boss! 


“If I had an Apsco Premier Portable Pencil Sharpener 
on my desk, I could do more work and you could save 
as much as $21,000 a year. The Apsco people have a 
booklet called, ‘THE MYSTERY OF THE HIDDEN 
COSTS’ that tells the whole story. Let’s send for it— 
all we can do is increase profits.” 


Apsco products inc. 
. Apsco 
Dept. S-3 ® 

336 No. Foothill Road 

Beverly Hills, California 
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MAPTACKS 
— AND CHARTS 


and Maptacks to guide her search for 
information, to remind her, to flag her 
attention. 

Available in many designs and 

colors to vitalize records and 
coordinate system control. 


At your office supply dealer or 

GEORGE B. GRAFF 
COMPANY 

54 Washburn Ave., Cambridge 40, Mass. 








SHE’S ON THE SIDE OF THE LAW 


(Continued from page 21) 








Chief's office. Her Civil Service rating was still steno. 
clerk, but she had moved up a step or two within that 
rating and she now drew about $225 monthly. Less 
than six months later, eligibility lists again opened, 
Just for a lark. she took the tests—aiming at a full. 
fledged secretarial rating. She passed. However, jt 
was fully another half vear before the Chief's secre. 
tary resigned and Betty stepped into the job. Since by 
then she was rated “fourth step” in Steno-Clerking 
she was given a fourth-step rating in the secretarial 
scale—at $303 a month. And that’s her job rating today 
—just one rung from the very top secretarial salary 
($318) in Pasadena’s Civil Service. 


WuHats IT LIKE being secretary to a Chief of Police? 
Well, in Pasadena at least. a lot of the work revolves 
about the New Year's Day classic. the Tournament of 
Roses. Bettv’s boss. Chief Morris, starts planning and 
conferencing for it way back in August or September. 
In addition. Chief Morris is also chairman of the 
alternates committee in the Los Angeles County Law 
Enforcement Division of Civil Defense. That means 
important meetings for him and extra correspondence 
for Betty. A year ago July, the Chief and Betty at- 
tended a big mock air attack on Mt. Lee. As loud- 
speakers blared news of the attack. each Civil Defense 
section issued “orders” and “dispatched” units just as 
if a real air raid were on. Betty took down most of the 
orders and transcribed them—a running account of 
police action in case of an A-bomb attack. 

But, from early September until February, the 
Chief’s staff is up to their badges in Rose Bowl work 
A big auxiliary force is added at this time, which 
means interviews for the Chief, with preliminary 
interview details handled by Betty. Betty also must 
process the thousands of special ‘orders that go out to 
various organizations participating in the Parade and 
Bowl activity. Hundreds of rulings are handed down 
about street traffic patrols and permits to put up 
bieachers along the parade route. Added to these are 
the usual complaints and cheers from the public that 
Betty must handle for her boss. 


JUST LIKE ANY OTHER SECRETARY, though, Betty has het 
routine of reports to be typed, correspondence to be 
handled and filed. travel reservations to be made, and 
hotel accommodations to be arranged for when her 
boss attends conventions—all the normal secretary’ 
office duties. And although Betty considers her job 
as secretary to the Police Chief rather special, there 
are times when she realizes all too clearly that she still 
is just like any other secretary in town. 1 

“Last month, I overparked in a one-hour zone, 
Betty told us. “I held that yellow ticket in my hand- 
and I felt like anyone else who gets a ticket! Maybe 
I’m on the side of the Law, but—.” Betty paid her tw 
dollar fine, just like the next girl. 
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It’s krasy to 
Memorize Phone Numbers 


By ISABELLE A. ROTH 


F YOU ARE TIRED of wading through the fine 
| print of the telephone directory or thumbing the 
nages of vour address book every time you can't re- 
nember a number, you may welcome a few sugges- 
tions tor improving your memory. 


When vou are 


would 


given a new number. study it as vou 
a person to whom you have just been intro- 
luced. If for some reason you cannot jot it down, you 
will have to concentrate a little harder. But that should 
not faze vou if you just use a bit of imagination. 
Suppose the figures have nothing special about them, 
like “5926.” Repeat them distinctly to the person who 
gave you the number. Then think of it as a price for a 
coat, marked at $59.26. See it in your mind as that. 
Now for the exchange. Suppose it is “TUlip 2-.” Tulip 
is a flower. and the 2 is an easy number to remember 
because it is the same as the first syllable of Tulip. 
Without ever having jotted it down, this number, an 
ctual telephone number, has stuck in my mind for 
nanny Vvears, 

Another trick is to imagine the number to be a date— 
istorical, not social. This method can be successfully 
used only with numbers beginning with I like “1753.” 
You repeat it to yourself. as “seventeen fifty three.” If 
the number should happen to be something like “1776,” 
that would be a cin h—vou would at once associate it 
with the Declaration of Independence! 

To HELP you with a different set of figures, such as 
those with double numbers in the center (like “5007”), 
let's pretend the two zeros are “twins.” They are being 
eld by Mlom and Dad—“Mom,” the smaller one at the 
eft; “Dad.” the bigger one, at the right. Reverse the 
picture in vour mind when the end figures call for it. 
ror instance. when the left one is larger than the right. 

Numbers like 
espe ially if vou work this system on them. First. break 
Hem up ito pairs: 


the “thirty” to 


“3537° are very easy to remember, 
“thirty-five; thirty-seven.” Accent 


yourself. “Thirty-five, thirty-seven” 
nds like keeping step. You can vary this method in 

tL numbet of Ways. 

Another 


device, perhaps more complicated but 


ighty helpful, can be employed in many cases. Take 
S72.” You can, of course. separate the figures into 
palrs—"S9° and “72.” But there’s a much simpler and 
‘a more interesting trick to it than that. You can see 
Mat if you multiply the first pair, you get the second 
Palr—§ x 9 equals 72! After that, the number will auto- 
atically spring to mind if you make sure that you 
‘ssoclate it, on the first time you master it, with the 
“rect person or organization. 

After a while you may work out other and more 
liguing systems yourself. You'll find it fun—as well 


§ t ’ . 
umesay ing. 
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A top-quality 
carbon in plastic 
or wax back... 
Longborn Ribbon, 
the perfect 
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Send today for your copy 
AMCO's handsomely illustrated 
booklet about famou: 


Southwestern cattle brand: 


AMERICAN CARBON PAPER 
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MFG. CO. 


3 xaos and Cho . C 
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